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Metered mail costs less than you think! 


Did you know that there’s a phone- 
size postage meter, the desk model DM, 
that the 
metered mail—for about 30¢ a day? 

What does a DM do for you? First, you 


lets even smallest office use 


can forget about old-fashioned adhesive 
stamps. Farewell to messy lick-and-stick 
mailing. Use your stamp box to file old 
love letters. And avoid late trips to the 
postothic e when you run short of stamps 
—or stamped envelopes. 

With a postage meter, you always have 
ie right stamp — you print it! Directly 


on the envelope, or on special gummed 
tape for parcel post. Any amount of 
postage required for any kind of mail. 


And with every meter stamp, you can 


Made by the leading 
In Canada: Pitney-b 


f mailing machines... 139 offices in U.S. and Canada. 
Ltd., Dept. 392, 909 Yonge Street, Loronto, 


print your own small ad, if you want one. 
Postage meters seal as well as stamp 
envelopes. And anyone can use a meter. 
The postoflice sets your meter for any 
amount of postage you want to buy; and 
you can trust the meter to protect your 
postage from loss, damage, misuse. And 
postage is automatically accounted for, 
on easily legible registers. Metered mail 
¢ ‘ New compact 
Model 5500 
stamps, seals 
and stacks 


envelopes in 
one operation. 


also needs less handling in the post- 


office, can often get on its way sooner. 







No minimum mail volume is required 
One-third of DM 


average less than $1 a day in postage. 


for a meter. users 
Power models for larger mailers. 

Ask the nearest Pitney-Bowes office 
for a demonstration. Or send coupon, 


FREE: /landy desk or wall chart of new postal rates, with 


parcel post map and zone finder. 


Pirney-Bowes, Inc. 


7892 Pacific Street, Stamford, Conn. 
Send free booklet CQ postal rate chart to: 


Name 


Address 














ADDS A 
BEAUTIFUL 
TOUCH 

TO YOUR 
TYPING 


THE LIGHT AND EASY ELECTRIC TOUCH 
OF THE SMITH-CORONA ELECTRA 12. 
Slip behind a smart new Electra 12 and 
discover its lighter touch and faster 
action. The Electra 12, you see, is a 
full-featured electric... gives you the 
speed, ease and “‘printed-page” results 
electric typing’s famous for. (Makes up 
to 12 perfect carbons, too.) 

Yet the compact Electra 12 is less 
than half the price of any other electric 
...even less than a manual! If you'd 
like to try it, simply call Smith-Corona 
today. Or just clip and mail the coupon 
for more information, and a free gift 
for your office from Smith-Corona. 




















ae 
Smith-Corona 


117 Almond Street (wide 


Ww 
Syracuse 1,N.Y. inetravin 
Please send me the new 16- oflee 


page "Guide to Increasing Office thiceney 
Efficiency” and more information 


on the new Electra 12. = m7 
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[2 To the winners of Esterbrook’s 
"peal as . 
VW) a national Gregg Shorthand Contest 
A \( COLLEGIATE, 
CLASS A School City Teacher 
Ist Place: Lamar State College Beaumont, Texas Jeannette W. Vaughn 






of Technology 






2nd Place: Fairleigh Dickinson Rutherford, N.J. Dr. Eileen T. Costello 
University 


COLLEGIATE, 





CLASS B 
Ist Place: Dunsmore Business Staunton, Va. Mrs. M. L. Halterman 
College 
2nd Place: Barnes School of Denver, Colo. Lois M. Mergelman 


Commerce 


HIGH SCHOOL, 


CLASS A 
Ist Place: Malden High School Malden, Mass. William F. Lorden 
2nd Place: Barberton High School Barberton, Ohio Josephine Zook 


HIGH SCHOOL, 
Ca Ne CLASS B 
Mf” A Ist Place: Saint Joseph High School Lowell, Mass. Sister Saint-Matthieu 


Here they are...the top eight classes in Esterbrook’s 1960 national Gregg 


Shorthand Contest. Congratulations to the students and teachers! If your 






2nd Place: Assumption High School Davenport, Iowa Sister Mary St. Monica, 
B. V. M. 


class isn’t here this year, be sure to try again next year. Meanwhile 
remember, your best bet in fountain pens is Esterbrook...the only Gregg- 
approved pen with replaceable points...32 in all! And one (Gregg point 
No. 1555) is especially designed for writing shorthand. ‘Take a look at 
the smartly-styled, smooth-writing Esterbrook pens at your dealer’s. You’re 
sure to like them and you'll like the price, too. wa The trio # 


muden 1, New Jersey 
® ——— 
ws Ey) - 
a = 


THE CLASSIC §2.95 OTHER ESTERBROOK PENS FROM $1.95 THE ONLY GREGG-APPROVED PEN WITH REPLACEABLE POINTS 


en Co. 
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Safety Insurance for Your 
Costly Office Machines with 


TIFFANY STANDS 





MODEL \ 
5000 


r Ss 
Greatest ALL PURPOSE, , 
completely safe Stand 
for costly office ma- | 
chines. Adjustable open 

(s’ 


top... noise-escape 
hatch. Castings cover 


retractabie casters; 
anchor firmly on floor. ( 


———— 
j 
; 
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I= VIBRATION 
| FREE RIGID- 

ITY. Square, 
tubular legs. 
Adjustable, 
one piece, 


r 1 , open top... 
B. noise «escape 
OQ hatch. 





For further information 
write Dept. TS 


TIFFANY STAND CO. 


7350 Forsyth + St.Louis 5,Mo 





Always Accurate 
Always Fast 








FOUR WAY FLICK A LINE 
WORKS LIKE A CHARM 
Reverse its panel 
Change its height 
Flick its rubber wheel 
Left or right 


Hea iwood base with pencil groove and 
book nclined panel 834, X 14. Smooth 
sturdy f oft polytones of “come alive 
grey.” 


the oniy complete copy holder 
$7 -95 prepaid 
FRANKLIN TABLE COMPANY 
116 N. 4th St., lLouisy e FZ, Ky. 
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Dear Eprror: 

First. | do enjoy your magazine and get 
valuable tips on a multitude of subjects 
in each issue. 

Second, a point that should be clarified. 
\ recent remark about British salaries 
can be misunderstood in the light of our 
inflated economy. Whereas you men- 
tioned (June 1960) that salaries between 
S7.000 and $14.000 were few and far be- 
tween in England. your readers are prob- 
ably unaware of the fact that the British 
cost of living is very much lower than it 
is here. An executive with a £3,000 in- 
come (roughly $8.000 here) often lives 
better than his U.S. cousin making $235.- 
000 and over annually. 

True, it is difficult to make a one-to-one 
comparison, but British housing costs (a 
big factor in any country) are wonder- 
fully low. Example: a recent large brick 
home pictured and advertised in Eng- 
land’s “Observer” for $11.000 (London 
locale) was estimated by a New York 
realtor as worth about $100.000 in the 
New York area. 

We sometimes think our high cost of 
living is typical, It's not. 

This was probably a minor point... 
but an interesting one, | think. 

Sincerely, 


MRs. V. HOLLAND 


Dear Eprror: 

In a number of issues of Topay’s Srce- 
RETARY you have listed places to contact 
if interested in an overseas position. | 
have followed these leads with singular 
unsuccess. 

The latest item, in which you advised 
that the International Cooperation Ad- 
ministration, with offices in 60 foreign 
countries, needed qualified*stenographers 
and secretaries, raised my hopes once 
again—to no avail. 

Since I am executive secretary to the 
vice-president and general manager of an 
electronic company and earn over $100 a 
week, it certainly cannot be my qualifica- 
tions that are inadequate. The reason, 
necessarily, must be one of age. 

Strangely enough, | have no difficulty 
with private industry. But with the gov- 
ernment, which demands that private in- 
dustry not discriminate because of age, I 


have made no headway. 
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IT am 59 years old. in perfect health. 
Surely, there must be some place in the 
government's effort to win goodwill and 
co-operation from countries throughout 
the world. where the skills of a mature, re- 
sponsible person in a secretarial capacity 
can be utilized! Foreign countries, espe- 
ciaily in the East. do not have the rever- 
ence for youth that we in this country 
have. They keep youth in its place—and 
have an important place for the mature in 
their scheme of things. 

Have vou any suggestions where | 
might make a final try at overseas secre- 
tarial employment? [| must admit that 
when ICA, with ofhces in 60 countries, 
advised me that “we can find no way in 
which we can put your skills to eflective 
use” | said. “This is it... Im through.” 
But my desire to participate in_ the 
strengthening of world co-operation com- 
pels me to make one last effort. Can you 
show me the way? 

Sincerely yours, 


NAME WITHHELD 


Dear Eprror: 

| am a secretary presently employed by 
the Veterans Administration, Chillicothe, 
Ohio. 

Some time ago | subscribed to Topay s 
SECRETARY, and | have enjoyed it very 
much. | wrote up a suggestion to the 
management of the hospital where | am 
employed, recommending that copies of 
this magazine be placed in our hospital 
library, by subscribing to the magazine. 
My purpose was that it would not only be 
available to other secretaries and clerks, 
but that it could also be circulated from 
department to department so that they 
could all benefit from using it. 

I am pleased to tell you that I not only 
received a cash award. but also a certifi- 
cate of merit for having sent in this sug- 
gestion. | am also pleased to inform you 
that our library did subscribe to the mag- 
azine. 

This letter may or may not be of in- 
terest to you. but I couldn't resist telling 
you that I did make the effort to have 
your magazine made available to the cler- 
ical personnel of this hospital. 

Very truly yours, 
HAZEL RYAN 
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FLECTRAMATIC ...the carbon paper 


especially designed for electric typewriters 


Your electric typewriter is only as good as the records it produces. That is 


why Panama-Beaver, leaders and pioneers in the development of highest 
quality carbon papers and inked ribbons for over half a century, have gone eauel 
through years of research, taking advantage of their vast knowledge and GHGMG — 


selected skills to bring you “SELECTRAMATIC.” This carbon paper 
has the cleanest finish ever, is easy to handle and gives you longer wear 
and service. “SELECTRAMATIC” lets you erase without a trace! 


Panama-Beaver’s only business has been, is, and always will be to develop and 
produce superior carbon papers and inked ribbons for all business machines. MANIFOLD SUPPLIES CO. 


Do yourself a favor—try “SELECTRAMATIC.” Brooklyn, New York 
Call your Panama-Beaver man, always a live wire! 
ALWAYS SEND A “TIMESAVER™ COURTESY CARBON COPY 


1960 
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FASTER...feeds perfectly through 
the typewriter every time. Strips 
from backing sheet quickly. 


BETTER. ..adheres to all paper 
surfaces equally well. 


VERSATILE...Available in eight 
color bands and all white. 
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5, ADDRESSING 
N FILE FOLDERS. Soe, USES 
£D HEADINGS ON Fe OTHER & 
FOR NEAT TYP 5S. AND MA 
ELOPES. 
LARGE ENV 


SPECIAL 


less-than-half-price offer! 


To introduce the new, improved Dri-Label, Oxford is making 
a special offer to readers of Today's Secretary. Just fill in 
the coupon, mail it to Oxford with 50¢, and you'll receive a 
full sized $1.25* roll of Dri-Labels by return mail! Take 
advantage of this offer and try Oxford Dri-Labels to head 
up file folders, to address large envelopes, to use in a 
hundred handy ways. You'll want to keep a supply on 
hand all the time. See for yourself; mail the coupon today. 
*Slightly higher cost in South and West. 


Oxford Filing Supply Co., Inc. 
Garden City, New York 
In Toronto, Luckett Distributors, Ltd. 






DRI 


PRESSURE-SENSITIVE, IN ROLLS 












—=—=—s 








OXFORD FILING SUPPLY CO., INC. 
14-9 Clinton Road, Garden City, N. Y. 


Here is my 50¢. Please send full sized $1.25 roll 
of new Oxford Dri-Labels right away. 


Oxford 
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Q. What is the correct way of writing one 
billion dollars ? 


A. Very large amounts of money like 
this may be written either as ] billion 
dollars or $1 billion. These styles are 
more quickly grasped than the many 
ciphers required if the amounts are writ- 
ten in the standard way. 

These styles can be used, however, only 
when the hundreds and thousands are 
even amounts. For example, $1.510,110.,- 
000 must be written in full. 





Q. Which of the follou ing is the pre ferred 
form? Also. is either form incorrect? 

l. The reason for the ine rease in taxes 
was the increase in population. 

2. The reason for the increase in taxes 
was that there had been an increase in popu- 
lation. 


A, Grammatically. both sentences are 
correct. One has a noun phrase (the in- 
crease in population) as the predicate 
complement: the other has a clause. The 
shorter, simpler form is more direct. 

You may, however, prefer to recast the 
sentence thus: “The increase in popula- 
tion caused the increase in taxes.” This 
form avoids the roundabout the reason 
for. 


Q. Should the word grant or grants be 
used in the following sentence: “Resolved 
that this corporation (grant. grants) an op 
tion to the County of Monroe to purchase. 
for the sum of $50.” etc.? 


A. Resolutions. recommendations. and 
other formal material use the subjunctive 
rather than the usual indicative mood of 
the verb. 

In the third person singular, the sub- 
junctive is the same form that is normally 
used in the plural. In other words, in the 
indicative form, the sentence you quote 
would read: ~. . . this corporation grants 
. In a resolution, how- 
ever. the subjunctive form would be: “Re- 


an option to.. 


solved that this corporation grant an 
option to.. - 
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BUSINESS ENGLISH 

E. Lillian Hutchinson 
SECRETARIAL PRACTICE 

Madeline S. Strony 
BUSINESS Law 

R. Robert Rosenberg 
Tele 4.44 400 Ic) 

J Marshal! Hanna 
TYPEWRITING 

Alan C. Lloyd 
BUSINESS ARITHMETIC 

Vivian W. Aline 
SHORTHAND 

Charles E. Zoubek 


FILING WV. Mae Sawyer 


































d). My boss has a doctorate and the title 
Vice-President, Technical Director.’ In 
sing a letter. the question frequently 
ses as to wu hether a should be in 
luded before his name: 
Very truly yours 
Vational Chen al Works. Inc. 
Dr. J. J. Thorne 
Vice-President. 
Technical Director 
Uy boss feels that the “Dr.” should be 
ynitted because it implies that he is brag 
ging. My argument is that replies to his co 
espondence are addressed to “Mr. J. J. 


{. You do not mention what particular 
doctors degree your superior holds: but, 
as his position is with a chemical concern, 
we infer that it is a degree in one of the : 
sciences. This information would doubt- ST 
less be valuable to the recipients of his F 
letters. Therefore, the signature may read: 
J. J. Thorne, D.S. 
(or whatever the degree) 

Vice-President, 
Technical Director. 
Mr. Thorne should not feel he is brag- 


ving, as he might if a purely academic | ‘ 
degree, such as “Ph.D..” were used. His | Ee 3 


degree gives his correspondence authority. K | — 


No more frantic searching for papers he took out 
| of the file! Acco-bound papers stay put in boss- 
SEN Se oe ne Preper e proof, spillproof folders. Saves re-filing...and 


following sentence: 


“Total budget hours (have, has) been re worry. Finding’s faster, files neater. Firm, durable 


ised up to date.” 


Sy tha anilidinct ba tateal:: een heal Gai teal folders stand straight, save drawer space. Speedy 


yet, if hours is the subject, have should be ° . . 
antd. Meus de yon determine they sibdect sf transfers—old file slides out, new fastener slides in. 


this sentence ? 


1. In the sentence quoted, the words of ASK FOR ACCO’'s new booklet 
the are understood after total. It then be- Ideas That SaveTime and Space 
cunts annient thas the clei: —available free at office outfitters. 
ee ae a Sees ee GENUINE PRESSBOARD FOLDERS 


otal is the subject of the sentence. There- | Or write: ACCO PRODUCTS, 
A Division of Natser Corporation, Ogdensburg, N.Y.- In Canada: Acco Canadian Co., Ltd., Toronto 
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lore the singular verb has is required. 
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Q. Please give rules for using contractions 
(won't, don’t, I'll, we'll, etc.) in business 
letters. 


A. In general, contractions should be 
reserved for informal and personal letters, 
such as a letter to a friend whom the 
dictator knows well. In the more formal 
type of letter, contractions are out of 
place. They are, of course, used in report- 
ing conversations and in dialogues. 


QO. What is the correct form of salutation 
x 
in a letter for a nun? 


4. The accepted form of salutation is 
Vy dear Sister. 

The title Reverend is used for mother 
superiors. The salutation would be Rever- 
end Mother (formal) or Dear Reverend 
Mother. The address would be The Rever- 
end Mother (name in full). 


Q. Am I correct in assuming that on an 
envelope one should be written as a word 
rather than as a figure when it is a street 
number ? 


A. For clarity, the word one is usually 
written instead of the figure 1 in house 
numbers, in both inside addresses and on 
envelopes: as, One Park Avenue. 

Street names consisting of numbers 
through fen are spelled out. 


Q. What is the difference between the 


words titled and entitled? 


A. The difference in these words is 
largely a matter of the “tone” of the ma- 
terial in which it is used. Both words 
mean “to designate by a title.” but entitle 
is more formal. When referring to books 
or articles, it is usually appropriate to 
use entitle, 









If your Dealer doesn’t 
yet stock StenoStik, 
send us his name 
and we will make sure 
you are supplied. 





Ball 


STENOSTIK: 





o 


Pew = 
tapered grip! 


7090 
s 


uv 


A.W.Faber 





the world’s finest 
Ball Pen especially 


designed for secretaries 


Some articles you use in your 
daily work become almost a part 
of you. That’s how you will 

feel about STENOSTIK, the 


AW FaBER STENOSTIK The Bake Pen for Shorthand 








precision ball pen especially 
invented for Secretaries. 


You'll love the long, tapered 
grip that caresses your fingers 
and banishes fatigue. Get 
STENOSTIK and use it as devotedly 
as you do your tried-and-true 
friend—ERASERSTIK. Only 39c— 
3 for $1.00. 


A.W.Faber-Castell 


Pencil Co. Inc., Newark 3, N. J. 





Q). Can you give me a good margin and 
letter placement guide? 


A. There are no rules about margins for 
business letters. However, most schools 
teach a general letter placement to give 
the students a working guide. Then, as 
they become more adept at typing letters, 
they are encouraged to make their own 
adaptations to the plan. 

This is the guide: Type the date 14 
or 15 spaces from the top of the sheet. 
Space down 8 lines from the date for the 
inside address for a short letter: 6 for a 
medium-sized letter: 4 for a long letter. 
Use a 4-inch typing line for a short letter 
(40-space line for pica type, 50-space line 
for elite type). Use a 5-inch line for a 
medium-sized letter (50 or 60 spaces): a 
-inch typing line if the letter is long (60 

70 spaces). In this way, the typist is 
assured of enough white space so that the 
letter will not look as if it is crowded 
on the page. 
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Q. Does a collective noun take a singular 
or plural verb? Which is correct in the -fol- 
lowing sentence ? 

“The personnel in the Tabulating Depart- 
ment (was, were) not aware of the action 
taken.” 


A. In your sentence, personnel is the 
collective noun. It represents a group of 
persons. When such a group is thought of 
as acting as a unit, the verb should be 
singular. If the members of the group are 
thought of as acting separately, the verb 
should be plural. 

We judge the meaning here is that the 
individual members of the department 
were not aware of the action taken: there- 
fore, the verb should be plural—were. 


Q. Are there any rules on the compound- 
ing of words? Whenever I use compound 
words, comes the question—is it one word, 
two words, or hyphenated? 


A. For the forms of compound nouns, 
a dictionary is the only guide (the rules 
on which dictionary editors base their 
forms are involved and sometimes change 
from edition to edition). 

For the compounding of adjectives, 
verbs, numbers. and words containing 
prefixes or suffixes, however. the rules are 
more definite. Study a reliable text—for 
example, Reference Manual for Stenog- 
raphers and Typists, Second Edition, by 
Gavin and Hutchinson—for easily ap- 
plied rules. 
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A GE FILING 


SYSTEM ADAPTS 
TO YOUR NEEDS 


These five basic filing methods easily adapt 





to the particular needs of your office, are de- 
signed to permit fast, efficient filing and find- 
ing of your office records. 

PHOTO-MASTER copies any printed, written, 
or drawn material—clearly, sharply—in less 


black 


2-sided: opaque or transpar 


minute. Can be and white, 


colored: 1- or 


than a 


ent. Machine is lightweight. of rugged con 
struction in Takes 
any electric outlet. For information, write: 
Formfoto Manufacturing Co., Dept. TS, 


3713 Milwaukee Ave., Chicago 41, Il. 


neutral two-tone grey. 





SLIDE-AWAY PHONE INDEX fits snugly under all standard desk 
phones, attaches in seconds. Pull out, a flick of the finger, and you 
have the number you want. Alphabetized pages for over 300 phone 
numbers are easily removable for typing or replacement. Includes 
handy two-year calendar. Comes in black or white. Send $1.00 ppd.; 


to Carlton Co., 15 W. 44, Desk TS, New York 36, N. Y. 


SMEAD’S TELL-I-VISION SYSTEM 


TO FILE YOU SIMPLY DO THIS: 1. Locate the 
Primary Guide. 2. Find the Individual Name Folder. 
(For occasional correspondence file in the green 
miscellaneous folder.) 3. Insert New Correspondence 
(Latest data always to the front). And finding is as 


ELECTRIC TYPEWRITER ERASER lias a flex 
ible shaft, pencil-slim erasing unit to prevent 
Self-contained 


sul face. 


smudging, rotating brushes 


Erasers are 3'% inches in 
length: varied to suit pencil, ink, masters, 
negatives, or plates. Information from: Metal 
Specialties Mfg. Co., Dept. TS, 1975 N. Cor 


nell Ave.. Melrose Park, IIL. 


( lean 





SUPER-KEMLON RIBBON AND 


eliminate 
need of typing in “off” position, eliminate chop-outs. Stencil is white, 


KLEAN-WRITE STENCIL 


film-free: ribbon types on it in black, making it easy to read. Is 
available in 24- and 36-yard lengths, can be used for standard typing. 
Information from: Frankel Carbon and Ribbon Manufacturing Co., 
Dept. TS, 285 Rio Grande Blvd., Denver 23, Colo. 


easy as filing with Smead’s Tell-1-Vision System 


HANGING 
FOLDERS 
ats 


CARD CONTROL 
7 / p+ 





Smead’s Card Control 
Filing System . . . for 
control of card index 
filing. Small installa- 


Smead'’s Flex-!-Vision 
Hanging Folder Tab has 
one inch exposure, 


folders also ideal for 


indexing catalogues 


FRIDEN SYSTEMS RECEIVER connected to a swatches. 


tion expands to meet 








. covers 
Flexowriter Programatic automatic writing | Needs. guides, etc 
machine permits two identical or different 
documents to be typed automatically OPEN SHELF FILING | se 
simultaneously. Excellent for volume paper oy i } 
work. By-product tape-punching facilities File Guides and Folders . . . for [> | } 
available on some, Information from: Friden, terminal digit, Straight numeri- , ; ; 
Inc., Promotion Planning Dept. (T.S.), 1] cal, alphabetical, or special t+? 
° > ‘ (nee eae te 
Leighton Ave., Rochester 2, N. Y. indexing. 4 
AUTOMATION gp oy. 
et our Stationer 
TABULATING CARD GUIDES He will help you 
for Automated Systems select the Smead 
We manufacture a wide line 
POWERMARK III is a self-inking automatic of Tabulating Card Guides filing system tail 
stamping machine. Utilizes interchangeable in plain, flat, double insert ored to your re- 


rubber hbase lock type or permanent rubber 
dies. Stamps as fast as it is fed, marking any 
inch thick. 
engineered, lightweight. From 
Pryor Marking Products. Dept. TS, 434 S. 
\ ihash Ave., ( hic ago 7 Ill. 


flat product or material up to ° 


Pp 
recision 
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able celluloid, metal and 
flat angled insertable cellu 
loid tabs. 


quirements, 


WRITE FOR FREE COPY OF OUR“FILE & FIND IT” MANUAL 





MANUFACTURING CO. 


HASTINGS, 


MINNESOTA 
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SEA FOAM BOND... 


America’s quality second 
sheet let’s you route copies 
that are neat, flat and read- 
able. No holes, no erasure 
smudges, no illegible words. 


Next time you order second 
sheets, specify stout-hearted 


SEA FOAM BOND. 





Teachers and secretaries: Write on 
your letterhead for SEA FOAM 
sample packet, today. Dept. 1960. 


BROWNVILLE 


PAPER COMPANY 
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BY E. LILLIAN HUTCHINSON 


KEY TO TEASERS ON PACE 55 


How Many Ways Can You Spell “Ooze”? 


Each word here defined contains the sound of “ooze.” How are the words spelled? 


1. 


» 


3. 
1. 


To select. 5. A trick. 

To sail from place to place for pleasure. 6. Makes a dovelike sound. 
Possessive form of a pronoun used in questions. 7. Foot coverings. 

To mislay. 8. Masticates. 


How Do You Handle Your Dates? 


H 
a 


» 


9 
o. 


1. 
5 


> 
». 


ow many mistakes can you spot in the way in which dates are written below? 


Mr. Harris has a dental appointment at eleven a.m. Tuesday morning. 
We understand from your letter of Sept. 15th, 1960 that you are no longer in- 
terested in our offer. 

There were thirty days in Febuary, 1960. 

We regret that we find it necessary to increase prices on desks on 10/1/60. 

Several members of our college achievement. 


class of 49 have won recognition for 


. Memorial day and Independence day always fall on the same day of the week. 


I will make a salmon casserole for our luncheon on Fri. 
By mistake I dated all my letters August 8, instead of August 9. 


Same Pronunciation, Different Meaning 


Each of the following pairs of definitions indicate two words that are pronounced 


precisely alike but have different meanings. What are the words? 


a 


. a. Difference between the income of a business and the 


a. City square. 

b. Group of legislators combined for political strength. 

a. Members of the cat family can retract these at will. 

b. Group of words that contains a subject and a predicate. 

a. An adjective expressing affection. 

b. Antler-bearing animals. 

costs, 
b. A person who predicts the future. 

a. Person sometimes called “paying guest.” 

b. An unconfirmed report. 


. a. True. 


b. A spool on which thread, ribbon, ete., is wound. 
a. Quiet. 

b. To pull or twist violently. 
a. Things arranged in a line; 


b. Fish eggs. 


also, to propel by oars. 


Build Another Word 


To a word meaning 


add 


and get 


1. Nunnery 3 letters An assembly of delegates. 

2. Anger 5 letters The degree of heat of anything. 
3. Event 1 letters Accidentally. 

+. Instant 3 letters Extremely important. 


Which Word Is Best? 


Which word in parentheses in each sentence conveys the shade of meaning intended? 


. If the new company weathers the next (crucial. 


. Galoshes worn with a bridal gown would surely be (quaint, incongruous, untidy). 
. My aunt dwells so constantly on her ill health that she is fast becoming (a cynic. a 


recluse, a victim of insomnia, a hypochondriac ). 


. The (inflammatory, critical, convincing, eloquent) speech of the dictator was de- 


signed to excite the audience to anger and tumult. 


. Installation of air conditioning can (change, ameliorate, help) living ¢on:itions 


wherever intolerably hot and humid weather prevails. 
important, competitive, discourag 
ing) six months, it will be on the road to suce «s. 
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This is how easily you clean 
typewriter keys with wonderful new 
"SCOTCH" BRAND Typewriter Cleaner! 


No messy liquids to stain or 
spatter, no putty under your 
fingernails. Just roll this clean, 
dry sheet into your typewriter, 
pink side up; strike each key four 
or five times. The job's done in 
three minutes--and your next 
typing will be sparkling clean! 










Three full-size sheets cost just 
98c; they're perforated so you can 
tear off used portions and throw 
them away. Better call your 

office supplier now! 
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NOT 
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SEA FOAM BOND... 


America’s quality second 
sheet let’s you route copies 
that are neat, flat and read- 
able. No holes, no erasure 
smudges, no illegible words. 


Next time you order second 
sheets, specify stout-hearted 


SEA FOAM BOND. 





Teachers and secretaries: Write on 
your letterhead for SEA FOAM 
sample packet, today. Dept. T960. 


BROWNVILLE 
PAPER COMPANY 


BROWNVILLE, NEW YORK 








BY E. LILLIAN HUTCHINSON 


KEY TO TEASEKS ON PACE 5 


How Many Ways Can You Spell “Ooze”? 


I 
l 


» 


a 
} 


‘ach word here defined contains the sound of “ooze.” How are the words spelled? 
. To select. 5. A trick. 

. Tosail from place to place for pleasure. 6. Makes a dovelike sound. 
. Possessive form of a pronoun used in questions. 7. Foot coverings. 

. To mislay. 8. Masticates. 


How Do You Handle Your Dates? 


I 
l 


low many mistakes can you spot in the way in which dates are written below? 


. Mr. Harris has a dental appointment at eleven a.m. Tuesday morning. 
. We understand from your letter of Sept. 15th, 1960 that you are no longer in- 
terested in our offer. 


3. There were thirty days in Febuary, 1960. 

1. We regret that we find it necessary to increase prices on desks on 10/1/60. 

5. Several members of our college class of 49 have won recognition for achievement. 
6. Memorial day and Independence day always fall on the same day of the week. 


7. I will make a salmon casserole for our luncheon on Fri. 


By mistake I dated all my letters August 8, instead of August 9. 


Same Pronunciation, Different Meaning 


E 


‘ach of the following pairs of definitions indicate two words that are pronounced 


precisely alike but have different meanings. What are the words? 


a 


7 


a. City square. 

b. Group of legislators combined for political strength. 

a. Members of the cat family can retract these at will. 

b. Group of words that contains a subject and a predicate. 


3. a. An adjective expressing affection. 


b. Antler-bearing animals. 

a. Difference between the income of a business and the costs. 
b. A person who predicts the future. 

a. Person sometimes called “paying guest.” 

b. An unconfirmed report. 


6. a. True. 
b. A spool on which thread, ribbon, ete., is wound. 
7. a. Quiet. 
b. To pull or twist violently. 
8. a. Things arranged in a line; also, to propel by oars. 


Bui 


b. Fish eggs. 


ld Another Word 


To a word meaning add and get 

1. Nunnery 3 letters An assembly of delegates. 

2. Anger 5 letters The degree of heat of anything. 
3. Event 1 letters Accidentally. 

4. Instant 3 letters Extremely important. 


Wh 


ich Word Is Best? 


Which word in parentheses in each sentence conveys the shade of meaning intended? 


uw 


. Galoshes worn with a bridal gown would surely be (quaint, incongruous, untidy). 

. My aunt dwells so constantly on her ill health that she is fast becoming (a cynic, a 
recluse, a victim of insomnia, a hypochondriac ). 

. The (inflammatory, critical, convincing, eloquent) speech of the dictator was de- 
signed to excite the audience to anger and tumult. 

. Installation of air conditioning can (change, ameliorate, help) living ¢onditions 
wherever intolerably hot and humid weather prevails. 

_ If the new company weathers the next (crucial, important, competitive, discourag- 
ing) six months, it will be on the road to suce «ss. 
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This is how easily you clean 
typewriter keys with wonderful new 
"SCOTCH" BRAND Typewriter Cleaner! 


No messy liquids to stain or 
spatter, no putty under your 
fingernails. Just roll this clean, 
dry sheet into your typewriter, 
pink side up; strike each key four 
or five times. The job's done in 
three minutes--and your next 
typing will be sparkling clean! 





Three full-size sheets cost just 
98c; they're perforated so you can 
tear off used portions and throw 
them away. Better call your 

office supplier now! 
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THE MARK 


CREATES 


OF 
EXCELLENCE 


Executive Typing » Offset Masters 
Originals for All Copying Processes 


The sharpness and uniformity of 
write you've never before been able 
to achieve with a conventional type- 
writer ribbon—the clarity of impres- 
sion that actually approaches quality 
printing—that’s what you'll get with 
the Columbia M-S0 ribbon! 

Made of whisper-thin, tiger-strong 
polyester film, dual coated with a 
special ink by a patented Columbia 
process, the Columbia M-50 ribbon 


M-50 RIBBON BY 










gives you: Crisp, full-bodied, execu- 
tive impressions . . . Superb originals 
(and that means fine copies) for all 
copying processes Non-smear, 
smudge-proof permanence . . . In- 
visible, halo-free erasures . . . Econ- 
omy of 50°, more yardage than con- 
ventional ribbons on the same 
diameter spool . . . Freedom from 
troublesome ribbon-fixing interrup- 
tions. 

Make your “mark of excellence” 
with a Columbia M-50 ribbon! Fora 
free demonstration of the M-50 on 
your equipment write: Columbia 
Ribbon & Carbon Mfg. Co., Inc., 
1046 Herb Hill Road, Glen Cove, 
New York. 


Always send 
a time saver 
courtesy 


@ ® 





Columbia Ribbon & Carbon Mfg. Co., Inc., Glen Cove, New York 
Columbia Ribbon & Carbon Pacific, Inc., Duarte, California 


SECRETARIAL 


bookshelf 





carbon copy. 











THE ONCE AND FUTURE KING. T. H. Whit 
G. P. Putnam’s Sons. $4.95 (historical ro 


mance), 


A beautifully written version of the 
Arthurian legend. Set in modern terms 
against a medieval background. it is a 
fascinating combination of fantasy. 
whimsey. and satire. Adds some humor 
ous new twists to the legend itself 
such as Sir Pellinore, a gaunt. addle 
pated knight whose hereditary purpose 
in life is to chase the Questing Be ast 
through forest and dale. The Beast itself 
is somet hat shy. Tl ith the appearance of 
a monster and the tender affections ot 
a schoolgirl. The main character. hou 
ever. is Arthur himself who comes alive 
as a vulnerable human being for per 
haps the first time in literature. 


HOW YOU CAN BE ACTIVE IN POLITICS. 
Cortlandt Gray Smith. Help-Your-Self Book 
lets, 32 N. Bayles Ave., Port Washington, 
N. Y. 14 pp. 25 cents. 


Rather be vocal than just vote? This 
booklet may be the ticket for you. Points 
out that the only way to get good gov- 
ernment is to know when it’s good and 
when it isn’t: and then do something 
ahout it. either to keep it good or make 
it good. Offers practical suggestions on 
what to do and how to do it through 
small groups and organizations. 


SIXTY BEST BUSINESS LETTERS. American 
Automatic Typewriter Co., Dept. A, 2323 N. 
Pulaski Rd., Chicago 39, Ill. 71 pp. Free. 


Correspondence problems? Try learning 
from those who have struggled with 
periods and the other finer points of 
writing. Explains in detail the solutions 
of a variety of people in a variety of 
fields. Includes actual sales letters, col 
lection requests, answers to inquiries, 
“thank you” notes, etc. 


YOUR 1960 SOCIAL SECURITY BENEFITS. 
Help-Your-Self Booklets, 32 N. Bayles Ave., 
Port Washington, N. Y. 15 pp. 25 cents. 


Should hold something of interest for 
everyone covered by Social Security. 
Part one discusses recent changes in 
the law: part two contains the 30 ques 
tions most frequently asked about Social 
Security. Comes complete with tables 
of benefits, etc. 


HOW TO JUDGE A HOUSE. A. M. Watkins. 
All About Houses, Inc., 25 Ritie St., Pier- 
mont. N. Y. 33 pp. $1. 


Before you invest money in a house, in 
vest some time in this excellent booklet 
for prospective homeowners. Subjects 
range from design and structure to loca 
tion and neighborhood. Discusses the 
Federal Housing Administration and 
what it can do for you; annual expenses 
and how you can “do” for them. For all 
amateurs in architecture who have an 
urge to settle. 
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Calisthenics may replace those coffee cups if Dr. Her- 
man Hellerstein, professor of medicine at Western Re- 
serve University, has his way. Alarmed because the 
labor has gone out of the labor force, Dr. Hellerstein 
advises “exercise breaks" for all those sedentary 
workers. Knowing human nature, however, he will 
settle for a “brisk fifteen-minute walk to and from 
the coffee machine." 


Is Your Boss the Nervous Type? Tell him to calm down or 
the nearest doctor will get him with his trusty little 
tranquilizer gun. Featuring a flying hypodermic 
needle, it iS now used only on animals but its co- 
inventor, Sheldon D. Feurt of the University of Ten- 
nessee, feels it has great potential for human beings. 


lf Your Boss is checking references, let him try this 
pocket translator Supplied by the American Management 
Association. Examples: "He's a consistently good 
team worker"--hasn't had an original thought in twen- 
ty years. “Always takes work home"--can't get organ- 
ized. "At his best handling the broad outlines, 
delegating details"--can't add. 


Women of the Future--will be working, according to 
Labor Department statistics. By 1970, some 30 mil- 
lion of them will be holding jobs for a total of one 
out of every three workers. Average age: forty-one. 
Average status: married. Also in the offing--more 
and more degrees in higher education. About 280,700 
women will have them by 1970, almost twice as many 
as 1960. 


Dream Sequence. Analysis of 10,000 dreams by scien- 
tists at Western Reserve came up with these trends. 
Average time for dreaming is two hours nightly. 
Smelling and tasting are rare, while only one-third 
of the nation goes in for technicolor. Young people 
dream most. Ditto women and those with higher IQ's 
generally. No information on daydreamers yet.... 


CHECKERS, ANYONE? Don't try it with an IBM machine. 
Gamblers one and all, they are now beating the men who 
taught them...BEFORE YOU RETIRE to those South Sea 
islands, consider this. The natives are restless, 
fleeing to civilization. An exchange program might 
be in order. One secretary for every Sarong-wearer 
-»eTREND IN VACATIONS--those long, long weekends 
taken over the summer...A SUCCESSFUL EXECUTIVE is one 
who can delegate all the responsibility, shift all 
the blame, and appropriate all the credit (R. Good- 
fellow in Cambridge Daily News). 
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PERIODIC PAIN 


Mido! acts three ways to bring 
relief from menstrual suffering. 
It relieves cramps, eases head- 
ache and it chases the ‘“‘blues’’. 
Sally now takes Midol at the 

first sign of menstrual distress. y, 


“WHAT WOMEN WANT TO KNOW" 
4 a 24-page book explaining menstruation is 
yours, FREE. Write Dep’t TS-90, Box 280, 


New York 18, N.Y. (Sent in plain wrapper) 























A\ODMLIEOR 





For the world’s best buy in manual typewriters try the precision- 


built Adler Universal Typewriter, the machine with many extra 


features. Try it in your office today, there is no obligation. 


See your dealer or write “addo-x’’, 300 Park Avenue, New York 22 


RB Adler Universal wg 











A\UDLLLB US 


For prestige letters try the Adler Electric, the machine that 
gives superior reproduction. It has many extra features for new 
typing ease and speed. Try one in your office without obligation. 


See your dealer or write “addo-x”, 300 Park Avenue, New York 22 he 
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J {NE C. is a secretary in a medium-sized 
company u here the executive turnover 
is high. The reasOns may be that the men 
do creative work and the artistic tempera- 
ment makes them less stable and more 
restless than other men. For the past nine 
vears Jane has held the same position but 
her bosses “have come and gone like 
trains. 

The trouble started several years ago 
when Janes boss left and a man from 
we ll call him Mr. 
Vr. Jones 


former assistant. Connie B., with whom he 


another department 


Jones—was given the job. 


had been very friendly. took over h’; 
chores until a replacement could be 
found. 


Veither Mr. Jones nor Connie was satis- 
fied with the new setup. He was unhappy 
because he wanted her to continue work- 
ing with him in the new department. But 
the company, aware of Jane's experience, 
felt it would be unwise and unfair to push 
her out of her job. As for Connie, she 
realized that when a replacement was 
found for Mr. Jones, she would be back 
in a subordinate’s role. 

Vr. Jones resented the fact that he had 
inherited Jane, rather than being allowed 
to pick his own assistant. He took his dis- 
pleasure out on her, hoping that she 
would resign. Jane, however, stuck to her 
guns. Although she didn't like her neu 
boss, she enjoyed her work and was good 
at it. Company policies and benefits were 
liberal; she felt she might lose out finan- 
cially if she looked for a different job. 

Dismaved at Jane's tenacity. Mr. Jones 
began a rumor campaign to discredit her 
and her work. He grumbled about every- 
thing she did. On the slightest pretext, he 
would ask her to do a task over. He be- 
littled her efforts, refused to talk things 
over with her, insisted on doing every- 
thing his way, just for the sake of change. 


1t times, he was rude and discourteous. 


\ 
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Before Mr. Jones campaign could suc- 
ceed, a man was hired for his former posi- 
tion. Connie was told that she could stay 
on as the new executive's assistant. Un- 
willing to step down, she quit. 

Jane's position became more precarious 
than ever. Disgruntled at Connie's resig- 
nation, Mr. Jones hired a young man to 
assist him and hinted to associates that 
when the newcomer had learned the 
ropes. he could also assume more and 
more of Jane's work. She was asked to 
show the man part of her job—*the most 
interesting part’—she complained. The 
detail work was relegated to her. 

Jane “outsat” Mr. Jones eventually. He 
received an offer from another firm that 
appealed to him. His assistant also left 
for greener pastures. 

It seemed that Jane's troubles would 
be over, but the man who replaced Mr. 
Jones had heard the rumors spread by his 
predecessor. When Mr. Smith inherited 
Jane, she had two strikes against her. It 
was apparent that history was about to 
repeat itself. 

Jane wanted to keep her job. but she 
was aware that she would have to cope 
with the sour grapes harvested from the 
Her 


problem: “how to get off probation with 


grapevine planted by Mr. Jones. 


my new boss.” 


Solving the Problem 
As in 


there was more than one solution possi- 


most human-relations crises, 
ble. Since her new boss was not “sold” on 
her, Jane might have asked for a transfer 
as soon as there was an opening in an- 
other department. However, a different 
type of work might not have satisfied her. 

Or she could have played ostrich—do- 
ing her work, keeping to herself, and try- 
ing to ignore Mr. Smith's prejudiced 
attitude. Such a relationship would have 


(Continued on page 52) 











TAKE YOUR PICK! 


KLENZO-33 (with and without brush) 
Famous Klenzo quality in convenient 
wood-casing. Sharpens to ‘‘needle point"’ 
for ballpoint, typewriter and ink work 


KLENZO (with and without brush) 


The standard for erasing. Paper wrapped 


to permit quick, economical repointing 


A Klenzo erases equally good 
wrapped in paper or cased in wood 


AT BETTER STATIONERS EVERYWHERE 


Send 10c for twin samples naming this publication 


‘blaisdell 





PENCIL COMPANY 


BETHAYRES, PA. 
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Now this secretary knows 


Her job is more important because she 
can do more work in less time using a 
Dictaphone TIME-MASTER® and unique, 
red Dictabelt® records with fully visible, 
non-erasable grooves. Transcribing is 
easy: A glance at the simple indication 
slip tells her how many letters to type and 
how long each one is. Corrections are 
marked precisely. 

Her boss likes the TIME-MASTER’s easy 
operation. Four buttons on the mike con- 
trol the entire dictating process—dictate, 
playback, corrections and length. Except 
for the talking, his thumb does it all. He 
concentrates on what he says. 


Dictabelts cost only four cents each so 
he doesn’t re-use them. He has a fresh, 
n surface every time he dictates. Re- 

: is voice-perfect. 


THE {ORTEST DISTANCE BETWEEN 


Dictaphone, Time-Master 


16 


| 
\ | + agg atid e120 | 
\ ' 5 2 90 #100 
: oeg 706 8D ® 

he tc 4 


= Waster 


Dictapher® Je 


She’s a genuine assistant—freed from 
a stenographer’s notebook by the TIME- 
MASTER system. Transcribing is easy be- 
cause she can control tone, volume and 
speed exactly as she likes. Because Dicta- 
belts record vistbly, she always can find 
her place easily. 



















Most automatic dictating machine. 
It’s easy to see why businessmen and their 
secretaries prefer the TIME-MASTER dic- 
tating machine. It saves so much time. To 
find out how much time you'll save, phone 
your nearest Dictaphone office for a free 
‘“‘“show-me”’ demonstration. 


Di . 
IDEA AND ACTION... ictaphone CORPORATION 


tabelt, registered trademarks of Dictaphone Corp., 730 Third Ave., N.Y. 17, N. Y.; 204 Eglinton Ave. E., Toronto, Canada; 17-19 Stratford PI., London W. 1, Eng.; 4 Aderostrasse 4, Dusseldorf, Germ 
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By Stanley Englebardt TODAY'S SECRETARY / September 1960 
¢ During an interview a few years 
ago, Norman Rockwell was 
asked, “Who is your favorite 
illustrator?” 

“It’s a fellow named Albert 
Dorne,” came the immediate 
reply. “He has the kind of ar- 
tistic genius every other artist 
would like to have. He can paint 
any subject, in any medium, 
and do it superbly ... and it 
is this rare combination of 
abilities that has made his 
fellow illustrators regard him 
with a respect approaching 
veneration.” 

Pauline Engel, who is Al Dorne’s 
secretary at the Famous Artists 
School in Westport, Connecticut, 
agrees with every word — and has 
a few of her own to add. “In the 
office Mr. Dorne exhibits the 
same wonderful qualities that 
made him such a respected artist. 
His values are high — but they’ve 
made our campus one of the im- 
portant art schools in the world.” 

The “campus” is really nothing 
more than a trim modern brick 
building along the west bank of 
the Saugatuck River in Westport. 
There are no dormitories here -- 
and no students. The men and 
women enrolled at the school are 
scattered all over the globe and 
“commute” to class by mail. 

But there are plenty of instructors 
— all of them top-flight pro- 
fessional artists whose job it is 

to criticize the work as it 


comes in from students each day. 
Al Dorne, as president of the 
Famous Artists School, is the 
guiding light of this unique 
operation. He and Pauline Engel 
have more of a team system than a 
boss-secretary relationship. He 
depends on her to follow through 
on his ideas and filter out 
the unnecessary interruptions 
that cut into his busy day. 
Most of all, he needs her easy 
manner to counter-balance his own 


driving energy. So let’s... 





MEET THE BOSS 


ALBERT DORNE 





e At one time or another almost every famous contem- 
porary American illustrator has done a caricature of 
Albert Dorne. First — and foremost — because they have 
tremendous admiration for this remarkable artist. Sec- 
ond, because as artists themselves they can hardly resist 
the bushy eyebrows, the penetrating green eyes sur- 
rounded by heavy black lashes, the fire-hydrant build, 
and the ever-present cigar. 

But even the finest of these caricatures doesn’t capture 
the dynamic personality of the man. In person, Al Dorne 
exudes energy. And it is this energy that rouses him at 
five each morning to put in two hours of work before 
coming to the office, that keeps him going full steam all 
day and often well into the night, that has created a 
“rags to riches” story in the best American tradition. 

Al Dorne was born in the slums of New York’s fabled 
East Side. Even as a five-year-old he had a driving ambi- 
tion to become an artist — and a childhood marked by 
tuberculosis, heart trouble. and unrelenting poverty 
couldn't sway him from this vision. 

He left school after the seventh grade to support his 
mother, two sisters, and a younger brother. The stocky 
teen-ager moved from one job to another — milkman’s 
helper, newsboy, office boy by day and elevator operator 
at night — in pursuit of the evasive dollar. For a brief 
time he even tried professional boxing, winning ten 


straight bouts before the sledge-hammer right of a vet- 
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eran prize fighter put an end to that career. 

The turning point came when he got a job with a com- 
mercial artist. There was no money involved — so the 
young Al had to clerk at a hotel all night to keep the 
family in groceries. But it was worth the effort. After a 
year’s apprenticeship, he entered the world of commercial 
art with a vengeance. 

The combination of talent and energy worked near 
miracles for the neophyte artist. At nineteen he was 
earning $20,000 a year — and working twenty hours a 
day. He thought nothing of putting forty-eight straight 
hours at the drawing board to finish a big job. Sleep was 
often an unknown commodity. 

But despite this fantastic output, he never once sacri- 
ficed quality for quantity. He is a perfectionist — and it 
is this meticulous attention to detail that has made him 
as successful in the business world as he is in the art 
world. 

Al Dorne conceived the idea of the Famous Artists 
School in 1948, when he was at the height of his career. 
Like most successful artists, he was 
constantly besieged for advice and 


counsel by young professionals. 
















If this is the case, he reasoned, 
why not start a school where 
they could buttonhole a dozen 
top illustrators? 
(Continued on page 47) 
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e Pauline Engel is the perfect buffer for Albert Dorne. 
She manages by some mysterious combination of forces 
to keep just one step ahead of her fast-moving boss. And 
it is this one step that helps him to make maximum use 
of his abundant energies. 

“Mr. Dorne maintains a fabulous schedule,” Pauline 
explains. “He’s in here by seven or seven-thirty every 
morning — after a few hours of work at home — and 
often doesn’t leave till after six. Yet. even with these long 
hours, he’s constantly pressed for time. There’s so much 
to be done, so many people to be seen, so many letters 
to be answered, that only the most efficient use of every 
minute can squeeze it all into one working day, And it’s 
my job to make certain we get it all in.” 

Pauline keeps the schedule rolling smoothly by antici- 
pating her boss’ needs. For example, if he’s expecting a 
visit from a former student, she gets the student’s well- 
filled folder out of the file and puts it on Mr. Dorne’s 
desk before the caller arrives. In that way, he has all the 
background material needed for an efficient meeting. 

Another important job handled by Pauline is filtering 
out the correspondence and calls that don’t need the 
personal attention of her boss. Although he likes to 
answer every letter that comes in, they've worked out a 
sort of verbal shorthand system. He gives her the gist of 
what he wants said, and she writes the actual letter for 
him to read and sign. On correspondence that needs his 
full attention, though, he dictates the entire letter to her. 

“Although we make extensive use of dictation equip- 
ment at the school,” Pauline explains, “Mr. Dorne prefers 
to dictate directly to me. We usually sit on the same side 
of his big working desk — rather than face each other 


across the desk — because it makes for a better working 
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relationship. And in between letters, I also use my Gregg 
to jot down any stray ideas or working plans that might 
come along.” 

Pauline Engel has been with the Famous Artists School 
for eight years. She had just moved to Westport, Con- 
necticut, from Atlanta, Georgia, when she applied at the 
school for a position as clerk-typist. But her ability to get 
things done meant a quick promotion, and a year later 
she was secretary to Ed Eberman, director of the school. 
The next step was administrative assistant to the boss 
himself. 

“Working at the school is an important part of my 
life,” Pauline says. “*] believe in the work we’re doing here 
—and enjoy dealing with creative people. This is the 
first time in my life, in fact, that I’ve ever stayed in one 
spot for more than two years.” 

Pauline was born in Chicago and attended no less than 
twelve different schools before entering the University of 
California. Her father was a consulting engineer, and his 
job took the family all over the world. 

“The first time I really settled down was when I started 
college. For a while I majored in architecture . . . maybe 
that’s why I enjoy art so much today. But there was no 
great demand for women architects, so I switched to 
psychology.” 

After graduation Pauline applied for a job at the 


National Broadcasting Company (Continued on page 63) 











HEN ASKED HOW she became a supervisor, one 

secretary replied that the assignment “just sort of 
grew—like Topsy.” And perhaps it does seem this way 
to many—a gradual widening of duties and responsibili- 
ties until suddenly one day the good secretary finds her- 
self responsible for one ... ten... or a hundred others. 
But there are some basic reasons why supervisory chores 
are being delegated, more and more, to the executive 
secretary. For example... 

A top secretary has usually been with an organization 
long enough to know almost all about its operations and 
policies. She has proved that she can do a good job, 
that she is not afraid to take responsibility. She is 
company-minded and loyal. She knows most of the em- 
ployees and gets along well with them. In short, the sec- 
retary whose boss has confidence in her is a natural 
choice when a supervisor is needed in the office. 

Often, the secretary-supervisor still reports to her 
boss and continues to serve as his assistant. Her new 
role doesn’t replace secretarial work in such cases; it 
merely rides in tandem with it. 
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md A 


from a group of 


report 


ps 133 Chicago secretaries 

shows that 29 have full- or 

part-time assistants, and 47 super- 

vise others on a full-time or part-time 

oO basis. Average groups: seven. Readers who 

have recently assumed supervisory work—or 

who can foresee it coming—should be reassured 

by the fact that the majority of secretaries who super- 
vise others like this part of their work. 

Very often, a secretary steps into a supervisor's shoes 
when her work load warrants getting an assistant. It's 
then up to her to assign work to her helper, show her 
how to do it, and see that it’s done properly and on 
time. In other cases, a secretary is asked to supervise 
the work done by a pool of stenographers and typists 
or by subordinates in her department. 

“Whether you supervise one person or a group of 
people,” a businesswoman pointed out, “the principles 
are the same—and so are some of the problems.” 

Before a secretary can “turn boss” successfully, she 
must know what supervision involves. Basically, the 
duty is to oversee those in her charge and to guide them 
in working as a team. Mr. William Hodges, a Chicago 
executive, told a secretarial association that the super- 
visors function covers four main points: 

¢ Determine what people are to do 


¢ Select the most qualified people to do it 


Find methods by which they will do it 
¢ Appraise the results of their work 

These are functions that the secretary has formerly 
watched her boss perform. Now she must shift mental 
gears, go from following instructions to giving them. 
The smart secretary also knows that everything that is 
Winning the 
acceptance of those she supervises is one of the biggest 


accomplished is done through people. 


hurdles in making the shift. 

In an article in “The Office,” Alfred M. Cooper 
wrote that “New supervisors usually fail for one of two 
reasons. Either those reporting to them do not like 
them, or they do not respect them. The new boss must 
be liked and respected, and these reactions from sub- 
ordinates must be about equal in strength. They must 
balance.” 


‘ 


Sometimes, a novice supervisor tries too hard to “win 


friends and influence people.” Mr. Cooper's further 
advice shows how to avoid such pitfalls to successful 
supervision: “Don’t overdue your efforts to make people 
like you. You defeat your own purpose and wind up 
with an unsavory reputation for conciliatory weak- 
ness... 

“If you believe you are somewhat too genial (a com- 
mon defect in new supervisors), tighten up a bit. Be 
pleasant and friendly when you give an order, but insist 
that it be obeyed as given. Don’t be just a good Joe. 
Be firm, play fair with everybody, keep your word.” 

Striking the right attitude may be difficult for the 
secretary who takes on supervisory chores, if the other 
women in the office consider her as just part of the 
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gang. Her co-workers may re- 


sent her advancement, they may be 


loath to take orders from a peer, they ' lo 


may be jealous of her authority. 

One secretary who was promoted to supervisor 
felt this barrier keenly. “I’m neither fish nor fowl,” 
Jane explained. “My fellow secretaries feel that my 
new duties make a wall between us. Yet the other super- 
visors think that I’m not a full-fledged manager. 

“If | go to lunch with some of the girls. the others 
think I'm playing favorites. If I avoid my old friends, 
they think U've gone high-hat. If | eat alone, I'm stand- 
offsh. Naturally. | can't barge into the regular super- 
VISOrY set (and | have no desire to do so). or they d 
think | was being forward.” 

With time and patience Jane hopes to solve her prob- 
lem. “I like to have lunch with my friends. but | try to 
join other groups at noon a couple of times a week. 
There is one other woman supervisor at our place, and 
her tips have been invaluable in my work. | am cordial 
to the male supervisors and co-operate with them. 

“To avoid being accused of playing favorites at work. 
| treat my friends the same as | treat the others. Only 
one old pal has tried to take advantage of our friend- 
ship. | said to her. “Millie. I'd love to grant you this 
privilege, but if | do. the others may feel it’s unfair. 
You'd be hurt if | gave someone else extra time off. 
wouldn't you?’ ” 

A different problem exists when a subordinate resents 
taking orders from the new secretary-supervisor. For 
example, Martha was told to supervise a new employee 
in her department. The newcomer was older than Mar- 
tha. and she resented taking orders from her even though 
Martha had been with the company several years. Mar- 
tha eased the situation whenever she had to assign work 
to her by saying. “Mr. Boss asked me to ask you to do 
this.” The woman didn't mind doing the work if the 
instructions seemed to come from their boss. Martha 
commented, “This subterfuge saved face for her. and 
the work was done—which was the important thing.” 

Another cause for resentment—and the antidote—was 
revealed by a Midwestern office woman, who related 
that her department used to have a wonderful boss 
“He was young. nice-looking, and very pleasant, and 
easy-going. Then disaster struck. He was replaced 
and by a woman. 

“It took a bit of adjusting, but soon it was evident 
that she was pretty human, very down-to-earth. and 
quite friendly and sincere. She was easy to talk to and 
much easier to confide in about personal problems. She 
is a good supervisor and, as such, she expects a full 
day’s work from her charges, but that only makes every- 
one respect her more. And she is even better liked than 
our ‘nice-looking, very pleasant, and easy-going’ former 
boss.” 

Sometimes, winning acceptance is no great obstacle 
to the new supervisor. However, her temperament and 
work habits may spell trouble. “My biggest drawback,” 


commented Mabel, a secretary who supervises several 


girls, ““was that it seemed simpler to do things myself 
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than to explain them to others. Besides that, I felt guilty 
about assigning a disliked job to anyone else.” 

Mabel’s remarks pinpoint the fact that a good super- 
visor must be a good teacher and one who is able to 
delegate work. We've all seen the type of executive who 
has to do everything himself—he feels that no one else 
can do it as well. Eventually, the paperwork and the 
myriad details prevent him from carrying out his real 
responsibilities. Secretaries are the loudest complainers 
about bosses who won't let them use their initiative. 


It may seem simpler to do a job (Continued on page 53 
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by KATHY LARKIN 
PART I 











~~ SECRETARY of centuries ago dealt with hieroglyph- 
ies: the secretary of today faces a pay check—and one 
is almost as confusing as the other, Numbers, deductions, 
cryptic symbols .. . and more deductions. Even to a girl 
thoroughly versed in the mysteries of shorthand, this can 
sometimes spell confusion, 

Some items, of course. are almost too easy to under- 
stand, little things like severance pay. Some items any 
secretary (ancient or presently active) would be happy 
to decipher: symbols for vacation pay, special pay, retro- 
active pay, and other types of pay: salary advances: ma- 
ternity benefits: and awards. 

Occasionally, the payroll department is carried away 
and produces a pay check with a touch of the mysterious, 
the elusive—an item that translated still makes little sense. 
Take the term “wage allowance.” This sounds as though 

the executive suite has been seized with a wild fit of gen- 


gsity and is allowing extra wages, a raise, an advance. 












—nothing could be further from the truth. A “wage 


it may, of course, be called something other than “wage 
Howance”™ in your company, but whatever term you use. 
» result is the same—bankruptcy on payday. 


rplexity and income are always in the deduction cate- 
© gory. For practical handling (or worrying) they can be 
divided into two groups: those which are “forced” con- 
‘tributions and those which can be described as more or 
less voluntary. These last are the pension and welfare 
plans (covering hospitalization, insurance, etc.) and are 
arranged with and through each individual company. 

Leading off the first group is an old favorite—income 
tax. This comes in two sizes, Federal and state, and both 
are too large to suit the public. Everyone who earns a 
certain minimum, evén the President himself, must pay 
the taxes necéssary for defense. foreign aid, domestic im- 
provements, and government administration, 

In the case of Federal taxes, even the most articulate 
of secretaries has little chance to protest. The government 
has everything neatly arranged on a withholding basis. 
So much each payday from each pay check—and let the 
protests fall where they may. 

Any citizen or resident of this country who is under 
sixty-five and has a gross income of $600 or more must 
file. This includes almost every secretary, with the excep- 
tion of those who are donating their services or working 
for a modern-day Scrooge. All she has to do is fill out a 
tax statement by April 15 and hope for that unlikely best 

a refund, Uncle Sam will literally take it from there. 

When filing, she does have a choice—among forms. 
The government has concocted a whole series of these and 
some are less complicated than others. Most complicated 
are those requiring a series of itemized deductions, least 
complicated those which allow a standard lump deduc- 
tion of 10 per cent. Secretaries with anti-mathematical 
inclinations and an income of less than $10,000 are ad- 
vised to try the latter. 

One aspect of making out a return is always pleasant 








the exemptions. The more exemptions a secretary has, 
the more money she can keep from each pay check—gen- 
erally $600 for each dependent including herself. Those 
over sixty-five receive a double exemption. Secretaries 
who are supporting students are in an even better posi- 
tion. Even though the students are earning part of their 
own way through school, they may still be claimed as 
exemptions provided the taxpayer contributes over half 
the student’s expenses, A scholarship does not count as 
earnings. 

In addition to the Federal government, thirty-two states 
and the District of Columbia tax the incomes of their 
residents. Millionaire Texans, as all fortunate citizens of 
that state, pay no state income taxes. Percentages and 
methods of income taxation, however, differ from state 
to state. 

If you pay both a state and a Federal income tax (and 
complain about it), consider this. Some hapless souls 
must pay double state taxes. This occurs when the resi- 
dent of one state earns his living in another and comes, 
therefore, under the financial laws of both. An example 
of this is seen in the relationship of New York and New 
Jersey. 

Any native crossing the river to work in the Empire 
State must pay for the privilege, and does—fighting all 
the way. Loud, determined, and vociferous, these protests 
mount from the janitors through the executives and, just 
to add variety, threats and counter-threats fly across the 
Hudson between the state capitals of Trenton and Albany. 
So far, despite “summit conferences” with Governors 
Meyner and Rockefeller, no truce is in sight. 

One of the largest bites in your pay check is taken by 
Social Security. Of the 67 million people now working, 
Social Security covers 60 million. It affects all gainfully 
employed workers except certain government employees 
with separate retirement plans, self-employed doctors of 
medicine, farm and domestic workers who are not regu- 
larly employed, and very low-income self-employed work- 
ers. It definitely includes secretaries—as one glance at 
your pay check will tell you. 

Geared to keep individuals and families from desti- 
tution, to keep families together, and to give children 
an opportunity to grow up in health and security, the 
twenty-five-year-old Social Security Act covers three 


types of programs. 


Social Insurance 


1. unemployment insurance 


2. old-age, survivors, and disability insurance 


Public Assistance to the Needy 


1. old-age assistance 

2. aid to the needy blind 

3. aid to dependent children 

4. aid to the permanently and totally disabled 


Children’s Services 
1. maternal and child health services 
2. services for crippled children 
3. child welfare services 















































Of these, only the old-age, survivors, and disability 
insurance is operated by the Federal government; the 
others (with Federal co-operation) are administered by 
the different states. 


Unemployment Insurance 


The day may come when your master plan of filing 
editorial correspondence under M for magazine will get 
some recognition from the boss. You'll be rewarded with 
a pink slip instead of a pay check as the treasurer adds 
his weekly accounts. 

Should this happen, don’t despair. The law has already 
prepared for just such a crisis. Through the Social 
Security Act, it has slapped a 3 per cent excise tax on 
the payrolls of all employers in commerce and industry 
who pay four or more workers during twenty or more 
weeks of the year. 

Once collected, these dollars and cents are placed lov- 
ingly in the Unemployment Trust Fund of the United 
States Treasury. Here, each state has a separate account 
upon which it can draw for unemployment benefits. Your 
problem—getting your own state to do some of the draw- 
ing for you. 

To achieve this, you'll have to meet the requirements 
each state has set up in accordance with Federal regula- 
tions. This is fundamental. Unless each state has met such 
regulations in mapping out its unemployment insurance 
plan, Congress won’t meet its share of 
the bill. 

Among the general 
ments are these: You 


require- 
must have 








a prescribed amount of employment or 
earnings in covered employment, during 
a specified base period (usually a year) 
prior to the time you claim benefits. 

Still further. you must be able and 
willing to work. 

If this last requirement sounds omi- 
nous. its meant to. It's also meant to 
inhibit all those carefree souls planning 
vacations at the taxpayers’ expense. And 
this means you, so put away the travel 
folders and resign yourself. In addition 
to filing your claim for benefits, you must 
register for work at a public employment 
office. 

Once you have complied with the rules, 
however, you may find yourself eligible 
for roughly one-half of your full-time 
weekly salary. This will vary with each 
state within maximum and minimum lim- 
its. Top benefits range from $26 to $45: 
minimum from $3 to $17 a week. 

How long will you be subsidized by 
the public? Perhaps five weeks, perhaps 
twenty-six. Here again. it depends upon 
individual state law and upon your own 
work history. In some cases, states have a 
uniform duration period running from 
twenty to thirty weeks. During this time. 
all who qualify for benefits will receive 
them. In cases of partial employment. all 
states provide partial unemployment 
benefits. 

If you feel the urge to wander, don't 
worry, Uncle Sam has heard of itineraries, 
and you may apply for unemployment 
benefits in any state. If New York is the 
state where you piled up coverage, you 
can move to New Jersey and still receive 
unemployment compensation—paid for 
by New York. 

It is possible. of course. to disqualify 
vourself. This can be done in any one 
of four ways. 
|. If you leave the job voluntarily with- 
out good cause (e.g., you shudder at the 
thought of 
though you work the day shift. The state 


may sympathize, but it won't pay). 


rising before noon—even 


2. If you were discharged for misconduct 
in connection with your job (e.g., taking 
a walk hand in hand with the petty cash). 
3. If you have refused or failed—without 
good cause—to accept a suitable offer of 
work. A “suitable offer” is defined by the 
state, and a simple desire to rest is not 
included in the definition. 

}. If you are unemployed because of a 
toppage of work as a result of a labor 
dispute. 





Ever these four are not the entire list 
of pitic'!ls. Seve o! other states—more 
ingenious perhaj in the rest—have 
selected other disqualifying circum- 


stances. 
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There is. however, one happy thought 


on the business and benefit horizon. 
Everyone, employer and employee, has 
the right to appeal a claims decision free 
of charge—usually within ten days of the 


original decision. 


Old-A ge, Survivors, and 
Disability Insurance 


The purpose of this program is to pro- 
vide regular monthly benefits for insured 
workers and their families when the wage 
earner reaches retirement age (sixty-five 
for men and sixty-two for women): for 
eligible survivors when the worker of the 
family dies at any age: and for disabled 
workers age fifty to sixty-five and their 
eligible dependents. 

If you are still some years from re- 
tirement, this program may not concern 
you. It probably will concern members 
of your family. parents and older rela- 
tions. or someone you know. 

Here again, a Trust Fund has been set 
up. financed by 


special taxes on em- 


ployers. employees. and the self-em- 


ployed. This last category (including 
clergymen. those in religious orders who 
have no vow of poverty, and Christian 
Science practitioners) may join on an in- 
dividual, voluntary basis. 

Administering the Fund is a group of 
the Sec- 
retaries of the Treasury, of Labor, and of 
the Department of Health, Education and 


very upper-echelon secretaries: 


Welfare. Together they form a Board of 
Trustees, presided over by the Secretary 
of the Treasury, who acts as Chairman 
of the Board. The Commissioner of Social 
Security acts as Secretary to the Board. 

You, as an employed secretary, must 
pay 3 per cent on all your wages up to 
$4.800 into this Fund. Your employer 
must match this amount for you. 

For the venturesome who have taken 
themselves and their shorthand into their 
own businesses, the situation is somewhat 
different—and somewhat more difficult. 
Since no beneficent boss is hovering in 
the background with one hand reaching 
(however reluctantly) for his wallet. the 
tax rate is higher—4]4 per cent. In 1969 
it will be 634 per cent for the self-em- 
ployed worker as compared to 414 per 
cent for the company-employed worker. 
Actually the 634 per cent is still less than 
the amount received from the company- 
worker and boss combined. These con- 
tributions—voluntary or otherwise—are 
all duly recorded and forwarded by the 
Treasury Department to the Social Secu- 
rity Administration. 

Part of the information they keep in 
your file will concern “quarters of cover- 
age.” the open sesame of the old-age, 


survivors, and disability insurance pro- 
gram, 

A quarter of coverage is technically 
nothing more than a three-month period 
of work beginning on the Ist of January, 
April, July, or October. In reality it is a 
modified point system that adds up for or 
against you when it comes to your eligi- 


subtracting money from the 


Fund. The 


needed for “fully-insured™ status varies 


bility in 
Trust number of quarters 
with the individual and his background. 
This can be checked at your local Social 
Security office. 

Generally, retirement benefits will be 
paid each month to: 

1. a worker of retirement age who is not 
earning more than $1.200 in a taxable 
year. (After age seventy-two there are no 
restrictions on earnings.) 

2. certain dependents of a retired worker: 

a. a wife of sixty-two. 

b. a husband of sixty-five if he had 

been receiving at least one-half his 

support from his wife when she became 
entitled to benefits. 
3. unmarried children under eighteen or 
any child who was severely disabled be- 
fore he was eighteen. 
1. a wife of any age if she has in her care 
a child of the worker who is entitled to 
benefits. 

While a woman may claim benefits at 
sixty-two. the benefit will be permanently 
reduced. The amount of the reduction will 
depend on how long before the age of 
sixty-five her payments started. 

Monthly benefits are also payable to 
certain survivors of insured workers—no 
matter what the age at which the worker 
dies, namely: 

l. unmarried dependent children under 
eighteen or dependent children over 
eighteen who become totally disabled be- 
fore eighteen. 

2. a widow who has in her care children 
entitled to benefits. 

3. a widow of sixty-two who has not re- 
married. 





1. a divorced wife—if she has in her care 
a child entitled to benefits and she was 
receiving at least one-half her support 
from the worker at the time of his death. 
5. a dependent widower of sixty-five if 
he has not remarried, his wife was both 
fully and currently insured, and he filed 
proof of support within two years of her 
death. 
6. dependent parents (age sixty-two for 
mothers, sixty-five for fathers) if the par- 
ents filed proof of dependency on the in- 
sured person within two years of his or 
her death, 

Such payments generally end when the 


(Continued on page 52) 
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lr’s SEPTEMBER AGAIN—a new term—and for those of 
you who will soon be working. a month of decision. 

Whether you're a high school senior, a college or 
business school student. chances are you've been asking 
yourself, “How can | get the job I really want?” 

When you close the doors of school behind you and 
open new ones leading to your first job, many of you 
will either start out as secretaries or be aiming for such 
positions. And while today’s secretary is a very impor- 
tant young woman (after all, we’ve dedicated our maga- 
zine to her! ), perhaps you are unaware of the myriad of 
other jobs the world of business offers. 

As for you gentlemen in school—many of you may 
not be thinking in terms of secretarial work. Not count- 
ing the usual executive training programs, have you 
any idea of opportunities awaiting you in the windowed 
skyscrapers looming above the narrow city streets or in 
branch offices mushrooming in suburbia? 

it is to you who will augment the office staff in non- 
secretarial ways that we devote this article. On the next 
two pages are six convenient groupings—we hope you 
find something you like. 


Before you look, though, keep in mind these few facts. 


Since manufacturing industries employ more people 


than any other type of business, they are 


} 


best bets when job hunting. And, though 
the pay is good. too, there's a catch—em- 
ployment here is the least stable. The 
reason? If money is scarce, people buy 
only what they need most, like food and 
clothing. holding off on that new car or 


television set. 


A cert cel. mane a, 


In fields where earnings are average— 


A 
( 


— 
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government jobs. for example—employment is fairly 


stable . .. And, if you want to go into selling or clerical 
work. try finance, insurance, real estate. 

This is very important: when you ponder the pay 
offered as you apply for that long-sought-after job, con- 
sider how many hours you'll have to work each week, 
physical working conditions (do you have to sit or stand 
for long periods of time? is the lighting good? ). 
personal satisfaction you ll receive from that type of work. 
promotions (they come in the form of more money, higher 
status). benefits (insurance, sick leave, Social Security. 
or pension plans). and vacation time allotted. 

In business today, you'll find that in general the em- 
ployer offers: a five-day week, two weeks vacation afte1 
one full year of work, six paid holidays each year, and 
benefits paid for in part by the employer and in part by 
the employee. 

Requirements and, hence, educational qualifications 
for jobs are constantly rising due to the increasing com- 
plexity of skills demanded in modern industry. You'll 
have to meet these standards not only when you look 
for work, but also when you seek a promotion, reports 
the United States Department of Labor. 

Aim high—for the job that’s right for you. You're 
sure to find it. And, remember . . . 
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Bookkeeper 
Junior Accountant 
Accounting Clerk 





Bookkeepers and = iccounting clerks 
record details of employer's business 
transactions, prepare balance sheets, 
profit-loss statements; in small offices, 
may do routine clerical work. Account- 
ing clerks either come by job immedi- 
ately or with on-the-job training or are 
high school graduates who've studied 
bookkeeping; specifically, are assigned 
to accounting department. Cashiers 
make all payments for company, found 
in most large firms. 


Turnover is great, field expanding. 
Functions are breaking down into book- 
keeping, other clerical jobs—most open- 
ings here; many also for those who can 
handle complete set of books. Account- 
ants often hire bookkeepers for office 
staff exclusively—high grades in school 
plus experience important; some firms 
have junior accountants as bookkeep- 
ers, $62-97. 


Largest number employed in retail, 
wholesale firms; next, manufacturing; 
lastly, finance, insurance, real estate. 


Clerks, machine operators can move up 
to head bookkeeper, head of depart- 
ment; cashiers often act as office man- 
ager. Head bookkeeper prepares sum- 
mary reports—highly responsible job. 
Many large firms offer on-the-job train- 
ing, participate in co-operative school- 
work programs under which students 
obtain school credit for part-time work. 
Accountant analyzes business transac- 
tions, records them to show results of 
firm's business operations. Junior ac- 
countant is a graduate of a business or 
liberal arts college with accounting 
major. This fall and winter C.P.A.’s will 
hire 6,500 junior accountants; indus- 
try, 1,300; government, about 750. Of 
C.P.A.’s 98 per cent are men, but there 
ire many women accountants and au- 
ditors. Auditors examine and vouch for 
xccuracy and completeness of firm’s 
bookkeeping records, prepare financial 
statements for client. Insurance em- 
ployees can advance to supervisory, 
idministrative positions. 


Graduation from high school, business 
or vocational school, junior college. 
Especially useful — general business 
course including typing, business math, 
bookkeeping procedures. Head book- 
keeper should have training in account- 
ing, extensive bookkeeping experience. 
In general—aptitude for numbers, abil- 
to concentrate on details. This field 
sn't require much physical exertion, 

be entered by people with cer- 

ical handicaps. Cashier needs 


to life insurance and policy pro- 
Visio . man who works in insurance 
compai estment department deter- 
mines ho npany should invest its 


money. Hei degree is not es- 
sential, but it esir ible. 


Machine Operator 





Frequently have job titles signifying 
types of machines they operate. Billing, 
adding, calculating machine workers 
xress numbered or lettered keys on a 
ae Pate to prepare invoices. Duplicat- 
ing, mailing, tabulating machine work- 
ers press buttons or switches, setting 
machine in motion automatically. Some 
assignments are more varied; for ex- 
ample, calculating machine operator 
may compute averages, and compto- 
meter operators compute payrolls. 


Businesses are growing, hence, propor- 
tionate growth of record-keeping, dup- 
lication. Department of Labor says 
computers, other electronic machines 
will take over more and more clerical 
work. Demand for operators will grow. 
Comptometer Corp. of Chicago esti- 
mates there will be 125,000 jobs for 
comptometer operators during fall and 
winter 1960. $65-91. 


In nearly all industries, manufacturing 
employs most; try banks, insurance 
companies, government agencies, also. 
Heaviest demand in the cities. 


Usually, promotion is from within, 
based on seniority and on-the-job per- 
formance. Promotion may be from a 
beginning routine job to full-fledged 
machine operator who can handle var- 
ied assignments, train beginners; then, 
to a minor supervisory position; later, 
to section head. Sometimes, employees 
are advanced by transferring them to 
the operation of a more complex ma- 
chine—for example, from a tabulating 
machine to an electronic computing 
machine. 


Usually, graduation from high school, 
business math for work with figures. 
Check work-study programs in schools. 
Applicants with some college are gen- 
erally given preference for console 
operators. On-the-job training. Console 
operators need some basic training in 
programming (preparing instructions 
for machine to follow), in order to know 
how machine works. Machine opera- 
tors often trained at company expense 
in schools established by equipment 
manufacturers. You'll need finger dex- 
terity, co-ordination of eye and hand, 
ability to concentrate on details, adap- 
tability to routine and to noise of ma- 
chine. Operators of these machines 
need mechanical ability. 


Computer 
Programmer 





Data processing machines accept num- 
bers, letters, symbols from punched 
cards or tapes, classify items, perform 
calculations, and store the results in 
records. Since a data processing ma- 
chine system (a “system” consists of 
several units, all performing related 
functions) has no ability to “think for 
itself,” a thinking person must tell it 
how to use information in a certain 
way. To program is to instruct machine 
by using symbols it knows. 


Field grows each year. Check with 
IBM, RCA, Remington Rand, other 
companies which make these machines 
and the businesses that buy or rent the 
machines. Young men and women 
make up instructions, solve difficulties 
that might develop. Good field for sys- 
tems service representatives with cus- 
tomer company. $80-100. 


IBM has offices throughout the coun- 
try; Remington Rand and RCA are 
located in New York. Also, try inde- 
pendent firms serviced by above manu- 
tacturers. 


IBM programmer trains for approx- 
imately one year. Systems service field 
encompasses operator training, special- 
ized research, operations analysis—on 
up to management positions. Or you 
can do applied programming (that is, 
you make up a library of large, general 
programs that customers may draw on). 
As a unit head in charge of distributing 
project problems to the programmers, 
a woman can earn $125-200. 


Miss Rita McCabe, head of the 500 
women in IBM systems service, says 
that an analytical, curious mind is the 
xrogrammers most important tool. A 
sadiiies'é degree, preferably in math 
or science, is required now, but Miss 
McCabe adds, “Within the next few 
years automatic programming tech- 
niques should throw wide the gates to 
many other intelligent people with no 
more than high school education.” For 
advanced programming: a college de- 
gree and master’s in science, or doc- 
toral work, is common. Ability to meet 
people. 











Dictating Machine 
Transcriber 





Types or “transcribes” information 
(letters, memoranda, etc.) as it is 
played back from a_ voice-recording 
machine. 


Dictaphone Corp. reports the demand 
much greater than supply due to vol- 
ume A correspondence in business, in- 
creasing use of dictating machines. 
Many men being hired; also much 
temporary help by day or week. Start- 
ing salaries: high school graduate, $55- 
60; business school ‘oakane. $65-70; 
with college training, $75-80. 


Primarily in large cities. Dictaphone 
Corp. operates eile placement serv- 
ice in New York, Chicago, San Fran- 
cisco. Also needed in government. 


Dictaphone people feel opportunities 
for siendsannaed, depending upon pre- 
paration, capabilities, business outlook, 
are very good. Government has definite 
promotional ladder, from GS-3 at ap- 
proximately $3,500 a year to GS-10 at 
$6,500, from clerk to secretarial level. 
New qualification standards prepared 
by the U.S. Civil Service (October, 
1959,) use the same grade level and 
range for dictating machine transcrib- 
ing work as for stenographic work, re- 
quire one or more manual or machine 
skills for most secretarial positions. 
College graduates can aspire to 
teachers of machine dictation. 


High school education is almost man- 
datory, advanced education is better 
(note that starting salaries advance ap- 
proximately $10 with more education). 
Spelling and typing must be very good; 
minimum requirement for typing: 40 
wpm. Graduates of Dictaphone Corp. 
schools must have transcription rate of 
125 lines an hour. 


Clerical Worker 





Many office workers are simply called 
clerks; others have specific titles: file 
clerk, billing clerk, etc. Stenographers, 
typists are included in the largest 
specialized group of clerical workers; 
other dite occupations include office 
machine operators, cashiers, shippin 
and receiving clerks. Largest Oo 
areas of employment for women. 


Many in 1960. Turnover very high. 
In all industries, especially finance, 
banking, insurance, real estate, profes- 
sions, sales, transportation, other pub- 
lic utilities, communications. Men out- 
number women in shipping and receiv- 
ing clerical jobs, mail mig - bank 
teller positions, messengers, telegraph 
operation. $57-77. 


All industries listed above. Insurance 
companies need clerks, machine oper- 
ators, cashiers; also advertising and 
accounting houses. 


Clerical workers can advance to steno- 
graphers, then to secretaries. Clerical 
promotion may to minor supervisor, 
then to section head. Clerks in insur- 
ance lay underwriting departments (re- 
view applications for insurance) may 
advance to junior, then to senior, lay 
underwriters. Other insurance clerks 
may advance in actuarial departments 
(analyze vital statistics), statistical de- 
partments (study company perform- 
ance), public relations, personnel, 
proofreading departments. College 
graduates often enter firms in clerical 
positions to gain experience and then 
work up. Over-all effect of the use of 
electronic data processing systems is to 
displace many routine clerical jobs and 
to create some more highly skilled jobs 
offering better pay aa utilizing more 
creativity. 


High school graduation; business or 
oul ege courses for specialized skill 
preterable Tyee. reading compre- 
ension, numerical, spelling, grammar, 
administrative skills; ability to get along 
with others. Personnel, public relations 
work demand familiarity with company 
operations; latter demands some repor- 
torial background. Clerks who wish to 
come actuaries (top mathematical 
experts in insurance companies) need 
on-the-job training. Large firms often 
finance business training on company 
time if employee agrees to stay on for 
stated period, participate in work-study 
programs with local high schools, give 
reference to these applicants when 
atter seek permanent jobs. 





Sales Personnel 





Provide goods or services from the 
producer to consumers of these prod- 
ucts. Retail sales persons display and 
sell merchandise to customers who 
come to them in stores. Wholesale 
salesmen sell items to retail dealers 
that the wholesaler has bought from 
various manufacturers. Manufacturers’ 
salesmen sell to wholesalers and other 
manufacturers items made by their 
company. Insurance agents sell policies 
providing protection for life, property, 
to individuals. 


Outlook good. Turnover high, number 
of part-time jobs increasing, employ- 
ment stable. Majority of retail sales 
persons are women (in department, 
apparel, five-and-ten stores, etc. ); men 
predominate in furniture, hardware, 
shoe stores, auto sales. Men often re- 
ceive more than $100 a week; retail- 
ing trainees earn $50-100, 


Check above industries, food stores, 
publishing houses. Apply directly to 
owner of small store, to personnel de- 
partment of large establishment. 


Sales persons frequently paid straight 
commission or salary plus commission, 
often allowed discounts on merchan- 
dise purchased in the store where they 
work. Salaries highest in metropolitan 
areas, lowest in rural areas. Retail sales 
persons can become buyers ( buy goods 
sold in their stores). This entails fami- 
liarity with merchandise in that field, 
knowledge of quality, prices. Also de- 
»artment managers, store managers; in 
a stores may move to administra- 
tive positions in personnel, public rela- 
tions. Retail selling is good background 
for other types of oaling, IBM sales 
representatives can move up with train- 
ing in the firm’s school for customers’ 
executives. Insurance agents can move 
into management; as branch managers, 
they become top executives in agency 
offices, responsible for hiring and train- 
ing new agents and running the busi- 
ness for the company in their com- 
munities. 


Pleasing personality, interest in sales 
work, neat appearance, ability to ex- 
press yourself well. Initiative, ability 
count more than a college degree for 
advancement in retail sales. Nearly all 
stores give on-the-job training. This 
plus college degree is useful if you 
wish to become a buyer (major in re- 
tailing) or a manufacturers’ salesman 
(for technical goods, major in science; 
other types, business administration). 
You should be able to demonstrate, ex- 
plain the product. Retail buyers are 
usually hired from within. Insurance 
firms train agents, or agents can enroll 
in two-year course offered by Life 
Underwriter Training Council in most 
large cities. Agents may work odd hours. 











SECRETARY 


By Jeanne Martinson 


FPXHE STATISTICS are eloquent 


million or one out of four wives hold paying jobs. 


more than 15 


Of these, more than 2'2 million are mothers of preschool 
children. And each year the figures increase. 

It was already evident by the late 1940’s that the 
infiltration of married women into the labor force had 
changed into a full-scale invasion. The serious impli- 
cations of this on our economy. our family life. and 
child-rearing customs are still anybody's guess. We 
know that they are myriad and complex. We know. too, 
that they have not yet been investigated in any syste- 
matic way by our social and community agencies. 

Yet a pattern can be discerned . . . changing. subject 
to much modification. but solid enough to afford at least 
one important admission. The economic planners agree 
that life in the second half of the twentieth century will 
be marked by the appearance of more and more Mrs. 
Jobwives. But today, for each married woman (whether 
wife, mother, or both) who takes a job, there is a story. 
a struggle, and a decision . . . a personal, almost lonely 
journey through pressures—financial, social, and psycho- 
logical. 

“Who, me?” says the much-too-busy working wife. 
And while a storm of pros and cons whirls over her 
head, she goes right on about her busy. busy life, elated. 
if she’s barely coping; riddled with guilt, when the go- 
ing gets rough. 

lf she’s had a few minutes to listen to all the talk 
in the last several years, Mrs. Jobwife has learned that 
there has been a decided shift in discussions about her. 
Older arguments about woman’s “natural” position 
have been replaced—in the face of overwhelming fact— 
by concern with more realistic questions of home/office 
conflict. 

She can take her choice of endless and varied opin- 
ions. For it seems that what serious studies are avail- 
able freely admit that as far as Mrs. Jobwife and her 
problems are concerned, there is more theory and as- 
sumption than simple fact. It is amazing to realize that 
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while an actual social revolution has taken place, trained 
observers of the national scene have been looking the 
other way. It’s about as sensible as a historian arguing 
about the natural rightness of life on the farm ten years 
after the Industrial Revolution had been going full tilt. 

As working wives and mothers. we might perhaps 
take this neglect as a compliment to our traditionally 
feminine powers of subtlety and adaptability .. . they've 
hardly noticed we've left for the office. We might, that 
is. if such laissez faire attitudes were not already to our 
detriment. Note the unfair government policies, income 
tax injustice, outmoded legislation. and common law re- 
garding female labor, Social Security losses, legal yet 
unjust status of wives (and their salaries), and the 
welter of prejudiced and slanted writing both for and 
against us, plus so much more. Yet all the while, im- 
portant questions go unanswered; vital issues are ob- 
scured or ignored; too many women feel voiceless. 

Here, at Topay’s SECRETARY. we don’t specialize in 
magic wands or panaceas. but we are devoted to the 
cause of secretaries everywhere more than one- 
fourth of all jobs held by women are in this field. 
incidentally. And Mrs. Secretary's problems demand 
the examination we will give them each month in 
these pages . . . separate examination, because, 
look at it from whatever point you select, her problems 
are unique, different. To be a wife and mother and also 
to work at a paying job is to live a special life. 

A paying job—even part-time work—cannot be un- 
obtrusively fitted into “normal” living. This is day- 
dreaming and delusion. This accounts for the numerous 
failures and frustrations at work and at home that beset 
a woman who proceeds on this fallacy. Clear thinking 
is necessary. It’s a prerequisite to a successful job ex- 
perience, undoubtedly necessary to the returned honey- 
mooner, imperatively necessary to the young mother 
pondering a job, inescapably necessary to the middle- 
aged woman re-entering the business world. 

Mrs. Newlywed’s life, one may argue. isn't too dif- 
ferent from Miss Fiancée’s. The dream of status quo is 
hard to shatter. But how many upcoming promotions 
have passed over Mrs. Newlywed’s pretty head. because 
employer logic proceeds on the idea that he will shortly 
be dealing with Mrs. Soon-to-be-leaving? What few 
facts we have put him in the right, since figures show 
that women consistently drop out of the labor market 
at the first sign of family pressures. And consider Mrs. 
Newlywed’s hectic social life . . . “Bob loves to enter- 
tain . . .” new household responsibilities . . . “There 
| was at one o clock in the morning washing the starch 
out of his shirt collar...” 

But what’s your story? At dawn’s early workaday 
light, this life might be a challenge, it might be love, it 
takes reserves of energy, but it isn’t simple. 

The big point is that Mrs. Jobwife is not the same 
person as Mrs. Housewife. The working wife’s problems 
are a new departure for our economy and our family 
life. They cannot always be relegated as they are now 
to the woman’s page area of thinking like fashions or 


(Continued on page 49) 
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W ool crepe... to go 
happily from office to 
dinner date. One simple 
sweep of fabric, 
dramatized by good 
lines, fluid sleeves, 
a bow belt in matching 
grosgrain. Black, 
brown, plum. Sizes 
3-15. About $40. 
By Guy D. 
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The dress with ... here a wool jersey sheath 
topped by a waist-length doublet in cotton 
doeskin. Chalk with spruce, beige with rus- 
set. By Guy D in sizes 3-15, About $60. 





The soft sweater ... worthy 
adjunct to a whole wardrobe 
of skirts. By Braemar in lambs- 
wool — in white and a host of 
colors. Price: $15.95. 
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Pleats, pleats, pleats ...a jumper takes to 
the boxy kind. Glen plaid in a blend of 
Zefran and wool that washes and wears. 
Sizes 3-15. About $18. By Margit. 
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The overblouse ... “it” for fall 60. Wear 
it belted or not—as you choose. Mandarin 
collar, roll-up sleeves, standout color com. 
binations. 28-36. $3.98. By Ship ’n Shore, 
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The Spanish influence . .. a toreador jacket— 
dashed with black braid—tops a pleated skirt. 
Black and white Glen plaid in Zefran and 
wool, A Margit design in sizes 3-15, The skirt 
about $13; the jacket about $8. 





sie BE LOVELY is every woman’s secret hope-——and 

the foundation of that hope is also the foundation of 
loveliness. Your make-up is a gossamer disguise that can 
transform the plainest of complexions into the proud 
paleness of a traditional beauty. 

Formulas are, of course, a necessary part of any such 
magic. It says so in the best fairy tales. Mix the propet 
ingredients, give two or three incantations. some weird 
rituals, and . . . poof. you have a successful spell—and 
a successfully sophisticated look. It’s all a matter of 
choosing the formula that’s right for you-~—in this case. 
a foundation formula. 

For instance... 

Take three steps forward, gaze into the nearest mirror. 
and ask yourself some questions. Not “Who is the fair 
est of all?” but just what type of fairness. Does your 
skin seem perfect or oily. dry or just dismally normal ? 
Are you the sleek, dramatic type. most at home in a 
Garbo slouch hat and trench coat—or do you more near- 
ly resemble the ubiquitous girl next door? Are you un- 
deniably young or, despite denials. in the “somewhat 
older” category? Are you preparing for a date with 
your fiancé or your typewriter ? 

It all makes a pattern. a pattern of choice. by (1) skin 
type, (2) personality. (3) age. (1) time and occasion. 
In making that choice, you'll have all the help that mod- 
ern science—and an abundance of cosmetics—can give. 
Not even that most mythical of beings. the traditional 
fairy princess. had all the opportunities hidden in to 
day’s bottles. boxes. and beauty preparations. For every 
skin problem. from the blemishes of youth through the 
wrinkles of maturity. there is a solution. 

To help you find yours, we've asked several authori- 
ties, magicians in the bewitchery business. to lend some 


advice to the proceedings. The results are listed below. 


Oily Skin 

is characterized by excessive blemishing and. of 
course. by oiliness itself; is remedied by the use of 
astringents or other drying preparations plus cleanli- 
ness. cleanliness. and more cleanliness. Make-up is ap- 
plied with a light touch. And some of the formulas 
to apply V4 

{stringent Foundation—delicate, translucent; con- 
tinues astringent treatments in a lighter form. without 
drying. Six shades. $7.50. Charles of the Ritz. 

Foundation Lotion Ritz—non-oily, liquid; lends 
a flattering tint. light coverage to the skin. Four shades. 
$2. Charles of the Ritz. 

Lille Lotion—no oil in base; provides excellent 
mat coverage. Good for neck and shoulders since it 
won't rub off. Four ounces, $1.50. Elizabeth Arden. 

Wedicated Lotion—a drying foundation for 
oily skin; a daytime lotion for blemished skin. 

Two shades. $1.50, $2.50. Charles of the Ritz. 

Vo Shine—a liquid powder base 
used on oily areas such as nose, ‘fore- 
head. Used over regular founda- 
tion to make powder adhere. 

One-fourth ounce, $2. Eliz- 
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abeth Arden. Wonderful all-day protection. 
Velva Smooth Lotion—a citrus-based astringent. 
worn under foundation. Four ounces. $3. Elizabeth 


Arden. 


Dry Skin 

can detract from the loveliest of features by a 
tendency to lines, a papery shine on the nose, flakiness, 
and an over-all appearance of dullness. drabness. Older 


people. especially. suffer from this beauty block. Reme- 


dies involve a three-point program of cleansing—usually 


with a cream preparation or one with a moisturizing 
base. stimulating the skin to add life and color, lubricat- 
ing to add moisture. And to add that extra touch, a 
touch of these cosmetics ... 


Basic Sheen—-a liquid foundation that gives a 
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smooth base for make-up. conceals tendency to flakiness. 
One ounce. $5. Elizabeth Arden. 

Woisture Lotion—scientifically prepared to pre 
vent skin parching. flaking. chapping. Used under ordi 
nary make-up to maintain moisture balance. Tussy. 

Velva Moisture Film 


under foundation. Three ounces. $5. Elizabeth Arden. 


moisturizing lotion worn 


Whipped Cream Foundation—a colorless make-up 
vase. Nourishes. keeps skin soft. makes cosmetics cling. 


$2. Georgette Kline F. 


Blemished Skin 


is found In voung complexions but is never reserve d 
for the under-twenty group. Unsightly lines and wrinkles 
can mar Miss and Mrs. from sixteen to sixty espe ially 


those deep thinkers To off-set these from vour com 


START 
WITH A 


(OOD 


plexion. try these very rewarding concoctions , 
lene Lotion—a powder foundation and healing 
agent all rolled into one. $2. Georgette Klinger. 
Complexion Veil—a cream foundation and cover- 
up: o1Vves color to make-up. Hides free kles. veins. shad 
ows. Five shades. $2. Charles of the Ritz. Warning 
nol lor oly comple rons. 
Snow Lotion—a medicated liquid foundation to 
hide and heal. Three shades. $1.50. Helena Rubinstein. 
Soothing Lotion—tinted to conceal imperfections. 


medicated to heal. Four ounces. $1.50. Elizabeth Arden. 


For Young and Old 


the key word is moderation. A light. glowing 

nake-up that gives a soft. natural look to both ends of 
ive scale. Cosmetics for the conservative .. . 

Featherweight Foundation—a natural coverage for 


voung. flawless skin. One ounce. $1.25. Elizabeth 


/] , 
Illumination Foundation 


dry skin Gives added moisture protection 


a special formula for 


iades. $5. Helena Rubinstein. 
Wilk Tone—a dry wafer (cake) make-up for the 
but oily skin. made with a milk derivative. Eight 
$1.50. Helena Rubinstein 
1-Creme—a light. creamy coverage for the 
sine but dry skin. Seven-eighths ounce. $2. Elizabeth 
den. 
Skin) Bloom Lotion—a cream foundation—fra 
vrant. transparent. Ideal for young girls or the conserva 
tive older woman. Five shades. $2.50. Charles of the 
Ritz 
(lira Feminine—a liquid make-up scientifically 
prepared to bring added moisture to the skin of these 


over thirty-five. Ejieht shades. $3. Helena Rubinstein 


For Every Age 

and every woman who has a normal complexion 
hut wants more than her normal share of beauty—these 
preparations ... 

Bio-Miracle Make-up—for dry, oily, or normal 
skins. A fine-as-silk tint that rests lightly on the surface 
of the skin. Conceals lines. blemishes, enriches skin 
Six shades. One ounce. $15. Germaine Monteil 

Liquid Foundation—with a special oil base that 
stays on top of skin. gives a soft, flattering finish. Si 
shades. $3. Georgette Klinger. 

Liquid Veil—for flattering color, satin-smooth 
skin. Apply to any complexion but oily. Eight shades 
$3.50. Charles of the Ritz. 


Vake lp Vist 


moisturizing base. young-looking foundation. luminous 


a whipped-cream formula gives 


powder finish. Six shades. $5. Scandia. 

Silk-Tone Liquid Foundation—creamy, moisturiz 
ing. blends into skin for a beautiful. natural look. Six 
shades. $1.75. Helena Rubinstein. 

Veiled Radiance—for a skin with a natural. trans 
lucent quality. Glides easily over complexion. One ounce 
$10. Elizabeth Arden. 


Next on the roll call. Max Fac- (Continued on page 57 
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How fast can you read shorthand? You can probably speed through this page, which is based on Chi apters One through Two of the Gregg Short- 


hand Manual Simplified. This material is counted in groups of twenty * 


standard” words each, so that you can estimate your reading speed. 
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TODAY’S SECRETARY 


QUESTIONS HE ANSWERS £§ QUESTIONS ANSWERS @ QUESTIONS @ 


A DIRECT LINE 
TO THE 


By Peggy Norton Rollason 





The banking field is no longer the “province of the male.” 
More and more women are entering and succeeding in it. 
Secretaries are no exception—to the ambitious girl, the 
field offers almost unlimited opportunities. 

This month our Career Survey takes us to the Fairfield 
County Trust Company in Norwalk, Connecticut, for an 


interview with secretary Terry Houde. 





@. Youve reached a lofty peak, Terry, but every 
successful climber must start somewhere. Just where 
did you begin? 

Ae On the luckiest day of my life... the day back in 
1916 when | accepted a job at the Trade Bank & Trust 
Company in New York. 

Every small-town girl has a terrific yen to get away 
from home and try her wines. | was no different. Almost 
as soon as | finished school. | beat a path from South 
Bellingham. Massachusetts. to the Big City. where | 
landed a job with the telephone company. After a few 


months. | went hunting again and fell into that job at 


the bank. 


@. You didn't have any intention of working in a 
bank, then? 

A. No. the big thing was to find a job that paid a good 
salary. had variety, and offered prospects of advance- 
ment. | was at the bank almost four years, doing 
switchboard work. filing. and learning the intricacies of 
payroll work, about which | knew nothing—other than 


that payday never seemed to come around soon enough. 


@. And now you're assistant secretary of the Fair- 


September. 1960 
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field County Trust Company here in Norwalk. That's 
quite a jump from switchboard operator and file 
clerk in New York City, isn’t it? 
A. Well. [| didn’t do it all at once. you know. After 
several years. | discovered | was really a country girl at 
heart. When a friend invited me to share her house 
here. | jumped at the chance and spent the next eight 
months commuting to New York. That I didn’t like 
at all. 

| began hunting for a local job so that | could really 
enjoy living in a small town again. By then. of course, 
I'd realized how fascinating banking is. and, having al- 
ready put in four years’ apprenticeship, | wanted to 
move ahead. | was happy to go to work at the National 
Bank of Norwalk in the fall of 1950. Guess you might 


call that the second luckiest day in my career! 


@. There are thousands of women working in banks, 
Terry, but isn't it primarily a man’s field? 

A. No. its a wonderful one for both men and women. 
The number of girls who have achieved success in it over 
the past thirty years is amazing. Haven't you noticed. 
hy the way. that everywhere you go, old established 
banks are opening new branches, small banks are merg- 
ing in order to enlarge their services. and new banks 
seem to be springing up, too? Our economy is booming 
and every corporation and small businessman needs the 
services of a bank. and sometimes several. to function 
efliciently. Another nice thing about it is that banking 
isn't confined to the large cities ... its as much a com- 
munity service as the schools, pest oflice, supermarket, 


or gas station. 


@). {fre there professional organizations bank per- 


sonnel can jon? (Continued on page 48 
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OMY 


FUTURE 


and 
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ON 


SEPTEMBER is a beginning time... a 

good time to appraise what you have 
accomplished and what you still must do 
to reach your goal. It’s a good month to 
aim for a more exciting and remunera- 
tive career. September is the time to 
recognize opportunities that are available 
and carefully plan for your future. 

“Nothing worth while is ever accom- 
plished.” said Doctor Gregg. “without in- 
lerest, Inspiration, perseverance. and am- 
bition. Successful men and women have 
these qualities in good measure.” 

Frank Vanderlip, one of America’s 
most respected financial leaders. felt the 
urge to improve his status when he read 
a shorthand advertisement while working 
in a machine shop. How much better. he 
thought, to shed his overalls and don the 
white collar of the office worker: so he 
began to study shorthand. His first job +s 
stenographer was with a firm of prominent 
investment brokers in Chicago. The knowl- 
edge of finance he acquired there became 
the foundation for his later success. He 
had the full complement of interest, in- 


spiration, perseverance, and ambition. 


September. 1960 


By FLORENCE ELAINE ULRICH. 


How can you attain proficiency in the 
basic skills of shorthand and typing? By 
effort. 
things help develop the general back- 


diligent study and These two 
ground that opens the door of opportuni- 


fields. You 


highly successful secretary or reporter, or 


ty in many may become a 
your shorthand may be a steppingstone 
to some other desirable career. 

We all know that learning and earning 
are made easier and more fun if incen- 
tives are offered along the way. This de- 
with varied 


partment challenges you 


awards. Contenders for these credentials 
from all over the world make the com- 
petition all the more interesting. 

The Gregg Awards Booklet. giving full 
information about the tests and awards. 
will be mailed free upon request to 
teachers and office supervisors. 

Attractive certificates, pins, and other 
prizes are offered to you if you qualify 
in monthly tests in shorthand penman- 
ship, shorthand speed. transcription, typ- 
ing accuracy, typing speed, filing, and 
hookkeeping. and in other contests to be 


announced later. These awards are recog- 


Direc for. Gregg 





{wards Department 


nized as evidence of competence. They 
denote teamwork and reflect an enthusias- 
tic student and willing worker. You can 
earn as many as 32 certificates testifying 
to your progress and skill. And all of 
them will fit into a convenient pocket-size 


Album. This album 


makes an impressive testimonial of your 


Achievement Record 


qualifications when you seek your first 
position or apply for a better job. 

You can begin to earn some of the 
awards this month. 

Read the instructions that accompany 
the Junior and Senior OAT (Order of 
\rtistic Typists) tests on page 41. Take 
the test suited to your progress: if your 
paper qualifies, submit it for appraisal 
and for an award. Be sure to follow the 
instructions carefully before submitting 
your test. 

The Competent Typist Speed Test is 
published on page 42. This test should 
be typed for 10 minutes. Practice the 
copy until you develop the facility and 
accuracy enabling you to type a qualify- 
ing test in 10 minutes at a speed of 30 
minute. This is the 


or more words a 


9 





minimunr requirement tor a lypewriting Canada. and many other countries strive notes. and then submit a specimen ol the 


Progress Certificate. The gold Competent to become members otf the Order otf test to this department for our examiners 
Pypist Emblem Pins are available for Gregg Artists. known as the OGA. This — to appraise. If you enjoy writing short 
tests typed at speeds ranging from 50 to — largest of all shorthand organizations hand—-and of course you do—-you will 
SO words a minute. Competent Typist | has a membership of more than a million — spend hours perfecting your skill in writ 
Certificates. showing the exact speed at- shorthand writers who proudly wear the ing those little hooks. curves. and circles. 
tained, are given for any high rate little gold triangle OGA pin or charm. Chart your course this September. Your 
achieved, Read the instructions for taking the OGA potential can be unlimited, but vou must 

Thousands of student shorthand writ- — tests. Practice the copy until vou are — persevere. Remember——-your future de- 
ers. from every state in the United States, writing reasonably accurate and fluent pends on you. 
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Emphasize good proportions, a uniform + 
slant, and very smooth joinings. | Vv o 
If you can qualify by penning a = 


good copy of this material, 
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you will get the 

Senior OG A certificate or pin. 
thereby becoming 

a full-fledged member of 

the Order of Gregg Artists. 
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ON WAITING 


Why are you waiting? Somewhere in the back of your head 
do you have the idea that someday you are going to do something 
that will make your friends regard you with envy and enthusiasm? 

In your imagination you can hear them saying they never 
thought you had it in you. You swell with pride as you think 
of yourself honored and applauded for doing the great thing. 
You feel sure that you will be able to rise to the occasion when 
it presents itself, 

But why are you waiting? Last year you were waiting for 
this year; last week you were waiting for this week; yesterday 
you were waiting for today. 

Time’s up. The great thing will never be accomplished if you 
keep putting it off. Shape your actions to the present and do the 


great thing now, or at least make a beginning. 
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000 
JUNIOR 


(Order of Artistic Typists) 


Arrange this article as attractively 
as you can on a sheet of plain 
white paper. 


To qualify for an award, your 

work must be neat and clear, without 
typographical errors or strikeovers, 
correctly spelled and punctuated, 
and well placed. 


Leave a blank space between paragraphs, 
even in single-spaced material. 


To Get Your Award 


Mail your work to the Gregg Awards Depart- 
ment (16th Floor. 330 West 42 Street, New 
York 36, New York), accompanied by the 

rrect fee 15 cents for each certificate; 50 
cents for each OGA, OAT, or 50-word Cl 


pin; 75 cents for each 


1igher-speed CT award. 
® Be sure your name and address appear on 
your paper. © Any group of papers submitted 
hould be accompanied by a typed list of 
names, designating the award desired by each 
candidate. © Test applications received with 
out fees are held thirty days only. © Each 
Competent Typist Test must be certified by 
the timer. The certification should read as 
follows: “I hearby certify that I timed this 
test for exactly ten minutes and that it was 
written in accordance with the rules.” ® 
September copy is good as membership tests 
for OAT, CT (page 42), and OGA awards 
until October 25, 1960. 


000 
SENIOR 


To qualify for the Senior OAT Award, 
candidates must submit a corrected 
copy of the Treasurer's Report that 
appears here. 


Be sure you make all the corrections 
indicated and that you align the 
three columns of figures. 


Practice the material as many times 
as you wish and then send us your 
best copy. 
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speed, subtract 10 for each error before dividing by number of minutes. 


To compute speed, note the number indicated at the end of the last line 
SE PTE MBER vou copied completely and add 1 for each additional 5 strokes typed. To 
p get the gross speed, divide total by number of minutes; or, to get net 
competent typist test | 
/ « / e 


More than five errors disqualifies a Competent Typist Test for an award 


THIS COPY SHOULD BE DOUBLE SPACED.) WORDS WORDS 

It has become a standing joke that 7 rush-hour traffic would not exist and 307 
the taxi driver can be counted among’ 14 cause such problems if people would 314 
the outstanding philosophers of the 22 take it easy. If they would only leave 322 
world. Almost anyone who has had _ 28 their work a little later there would 329 
occasion to take a taxi can cite some 36 not be all the commotion owing to 336 
practical advice or a sound bit of phi- 44 everyone’s trying to get home at one 344 
losophy he has been given by a taxi 51 time. The world is in poor shape be- 351 
driver who saw fit to express his own 58 cause most people are rude. The ora- 358 
views during the ride. 63 tion still continues as he honks his _ 365 

The driver will ask his passenger 70 horn loudly at the slow driver in front 373 
where he wants to go and, setting the 78 who has been annoying him all the 330 
flag, look back over his right shoulder 86 way up the avenue. Yes, things would 383 
to begin his oration with some general 93 not be in such a pitiful state if they 396 
comment about the weather or per- 100 would learn and practice some good 403 
haps a remark about acurrent topic he 108 manners. 405 
has come across in his daily news- 114 The driver will go on to say that 411 
paper. He may shake his head in de- 121 many people are confused and do not 419 
spair at the tottering condition of 128 really know what they want. They 426 
world affairs or the political situation 137 work at jobs they do not like because 433 
or the taxes imposed on a larger and 144 they cannot think of anything else to 441 
larger number of items or the high 151 do. Sometimes it is because they are 448 
prices a consumer must pay for goods. 159 afraid to try something new and lose 456 
He might pound his fist on the steer- 166 their security. They rush around like 464 
ing wheel as he proceeds to express 173 chickens with their heads cut off just 471 
his shock and indignation at a crime 181 because everyone else does the same. 479 
that has recently rocked the city. 188 Again he shakes his head and says 486 

If given the slightest encourage- 1% confidently that if people would only 493 
ment, such asacomment inagreement 202 take his advice things would be in _ 500 
with him or even a mere nod of the 209 better shape. 503 
head from his passenger, the philoso- 216 The nub of his philosophy is that 510 
pher will lose no time in giving his 223 people should not rush about so much 518 
own elaborate and detailed ideas on 230 and should take more time to enjoy 525 
how the world should be run and how 238 life. Not that ambition and the desire 533 
people in general should behave and 245 to succeed in a chosen field are not 540 
conduct their lives. No matter what 252 worthy features for a person to pos- 547 
the problem or situation happens to 259 sess, but there should be a limit on 554 
be, the taxi driver can usually come 267 everything. Moderation is his theme— _ 562 
up with a ready solution for it. He is 275 and more relaxation. 566 
very much like his counterpart the 282 But why, one might ask, do we have 573 
barber, who is known ta specialize in 290 to run for our lives every time a taxi 581 
politics. 292 comes tearing madly down the road? 588 


The taxi driver soundly declares the 299 
WRITTEN ESPECIALLY FOR GREGG AWARDS CANDIDATES BY ROBERTA G. PAVLU 
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secretaries and stenographers can't spell. The two let WHAT'S NEXT ?--page 36 


ers below have a number of errors in spelling alone 
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fast-growing business, run-of-the-mill secretary. 
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~AIDE-DE-CAMP: A military term meaning someone who as- 


sists a general or a sovereign in his duties, transmits 











orders, and collects information. 
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Medical TERMS IN GREGG SHORTHAND 


COMPILED FOR TODAY'S SECRETARY BY MARJORIE DA COSTA 





abdominal —pertaining to the abdomen. ¢~ 





curettage—scraping by means of a curet. wr of 
gt ' 
acidosis—a clinical term commonly used to indicate the $ cutaneous—pertaining to the skin rid J 
reduced alkalinity of the blood E 
— cytology—the scientific study of cells, their structure , 
adenoma—a benign tumor with a _ glandlike structure. 0 and functions 
ne ass 
adrenal —a gland situated near the kidney. i) denervation—the removal of a nerve anywhere in the body. / 
ar G S—D 
adrenergic—activated by adrenaline. b 7 dermotosis—an abnormal condition of the skin 
adsorptive—the attaching of one substance to the surface 2. ) diaphragm—a muscular partition separating the abdomen AC S2. 
of another ( ») v from the chest cavity 
albumin—a protein characterized by being soluble in water @, va diaphysis—the shaft of a long bone o 7 
and coagulable by heat pA Pil 
. distention—usually the state of being swollen with gas. . 
allergen—a substance capable of inducing allergy. Q ~ go? 
7 diuretic—that which increases the secretion of urine. 
onalgesic—a remedy for pain l vd 
o* dorsal —pertaining to the back / 6 
onthrax—a carbuncle or infection caused by the anthrax b ef 
bacillus. — _ dosage—the regulation of amounts of medicine 4 7 
€ ‘O Po i 
antiasthmatic—a medicine for relieving the spasms of 2x. duodenum—the ffirst portion of the small intestine. 
asthma 4 
c edema—the presence of large amounts of fluid in the b 
antibacterial —checking the growth of bacteria. Jd * ont. intercellular tissue spaces of the body 
ae iy 
antibiotic—an antibacterial substance ( electrocardiogram—a graphic tracing of the electric current ga 
~ produced by the action of the heart muscle 
antieme tic—relieving nausea C al ' 
embolism—the lodgment of a bubble of air or a blood clot a 
aorta—the great trunk artery that carries blood from the a. r in a vessel too small to permit its passage ( 
heart to be distributed by branch arteries through the 2 
body endocrine—pertaining to internal secretions - -_ 
A-2 ~. - 
berbiturate—one of a large group of drugs used as seda 6b endoneural—pertaining to or situated within a nerve 
tives, hypnotics, antispasmodics, and the like (2 
enteric—pertaining to the intestines 
berium—a metallic element in the alkaline-earth group ‘ 
0 enuresis—the involuntary discharge of urine oowy 
biopsy—a diagnostic examination of a piece of tissue re rd 
moved from a living body é erysipelas—an acute streptococcus infection marked by Q 
Shh - chills, fever, and inflammation of the skin Val y, 
biotherapy—treatment by means of serums and vaccines. ’ 6 . 
extracardial—outside the heart. yo€ 
bismuth—a silver-white metal used in medical prepara- f 
tions. 7 femoral - pertaining to the femur or thigh bone . _—* 
bronchiectasis—dilatation of the bronchi or of a bronchus. a 7 - fenestra—a windowlike opening AC L 
bronchus—either one of the two branches of the trachea. Eo fibrosis—the formation of fibrous tissue é 
a / 
carcinomatous —pertaining to cancer 4 fibula—the outer, thinner bone of the leg C , vA 
ot zs ) ( f 
cardiolysis—destruction of the heart. Q”» T fistula—an abnormal passage in an abscess or hollow yo £ 
»rgan. An ulcer is a kind of fistula 
cories—the molecular decay of a bone eCP?e 
fluoroscope—a device for examining deep structures 2 < : 
chemotherapy—the treatment of disease by administering o> » within the body 2 
chemicals that affect the causative factor , 
fluoroscopy—an examination by means of a fluoroscope. c < > 
cholesterol—a fatlike substance found in bile that is im- a oe , 
portant for the digestion of fats. forensic medicine—that department of medicine having to a4_2»2—#£ 
do with the law 
cirrhosis—a disease of the liver characterized by the ay . 
hardening of that organ gostritis—inflammation of the stomach c 
/ 
coagulation—the process of blood thickening into a clot 2 5 geriatrics—the medical field of treating diseases of the ho ait’, 
in the area of a cut or wound. aged. 
coccyx—the lowest part of the spinal column. > a glavcoma—a disease of the eye marked by hardness of the tm 
eyeball, causing impairment of vision or blindness. 
congenital—existing at or before birth. 
vA “ glycosuria—the presence of sugar in the urine —wW er > 
contusion—a bruise. —~w , 
hemoglobin—the oxygen-carrying pigment of the red blood 
convulsion—a violent involuntary contraction of the 7 corpuscles. Ff. 
muscles. - 
<7 hemophilio—a congenital tendency to hemorrhage due to “ = 
corneal—pertaining tothe part of the eye called the cornea. an deficient clotting of the blood. L 
curet—a kind of scraper used for removing growths. oil hemoptysis—the spitting of blood ” Te 
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hemorrhage—a copious escape of blood from the blood 


vessels 
hepatic —pertaining to the liver. 


hepotitis —inflammation of the liver. 


hydrotherapy—the treatment of disease by baths and 
mineral waters 

hydrothorox—the presence of fluid in the chest. 

hy peracidity —excessive acid 

hy perglycemio—excess of sugar in the blood. 

hy perpyrexia—very high fever. 

hy potensive—characterized by low pressure. 

hy steriac—a person affected with hysteria. 

inoculation—the introductton of a disease agent into a 


individual to induce a mild form of the disease 
and produce immunity 


healthy 


insulin—a hormone produced in the pancreas; also an ex- 
tract from the pancreas of sheep or oxen used in the 
treatment of diabetes. 

intravenous—inside a vein. 


intumescence—a swelling. 


jaundice—a disease characterized by yellow discoloration 
of the skin and eyes. 


laryngitis—inflammation of the larynx. 

larynx—the organ containing the vocal cords. 
lesions—any pathological discontinuity of tissue. 
ligament—a tough, fibrous band connecting bones. 
ligature—a thread for tying a blood vessel. 
lumbar—pertaining to the loins. 
mosticatory—pertaining to the chewing of food. 


mastoidal—pertaining to of the 


temporal bone. 


the mastoid process 


migraine—periodic, usually one-sided headache. 
mucosa—the mucous membrane. 

myocordial—pertaining to the muscular tissue of the heart. 
Nevroanatomy—the anatomy of the nervous system. 
nodes—a swelling or protuberance. 

ecciput—the back part of the skull. 


ephthalmia—an 
junctive. 


inflammation of the eye or of the con- 


ophthalmoscopy—the examination of the interior of the eye 
with the ophthalmoscope. 


orgonotherapy—the treatment of disease by the adminis- 
tration of extracts of certain animal organs. 


oronasal—pertaining to the mouth and nose. 


osteoarthritis—a chronic and bone 


disease. 


degenerative joint 


palliative surgery—affording relief but not a cure. 


poncreas—a gland behind the stomach that produces a 
digestive ferment and insulin. 


pencreatic—pertaining to the pancreas. 
parotid—situated near the ear. 


pathologic histology—the study of the microscopic appear- 
ance of diseased tissue. : 


pothology—the science that deals with the treatment of 
diseases, their essential nature, causes and develop- 
ment, and the changes produced by them. 
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pediatrics—the 
diseases. 


branch of medicine treating chiiccen’s 


peritonitis—inflammation of the peritoneum, the membrane 
lining of the abdominal walls. 

peroneal —pertaining to the fibula. 

phlebitis —inflammation of a vein. 

phlegm—mucus, especially of the throat and nose. 


phy siologic—pertaining 
body. 


to the normal functions of the 


plocebo—a medicine given merely to gratify a patient. 
plexus—a network chiefly of blood vessels or nerves. 
pneumobronchotomy—incision of the lungs and bronchi. 


poliomyelitis—inflammation of the gray matter of the spinal 
cord 

postoperative—occurring after a surgical operation. 

preanesthetic—a 
before ether. 


medicine or sedative generally given 


pruritus—an itching 

psoriasis—a skin disease marked by red, scaly patches. 
quarten—a fever that returns every fourth day. 
renal—pertaining to the kidney. 

resuscitation—the restoration to life or consciousness. 


rheumatoid arthritis—chronic articular rheumatism. 


sciatic nerve—the hip nerve that runs down the back of 
the thigh. 


sciatica—an inflammation of the sciatic nerve. 
sclerosis—the general hardening of tissues. 
septum—a dividing wall. 

suboccipital—below the occipital bone of the skull. 


synergetic—working together, said of muscles. 
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tentalum—a metallic element used for plates to a 


cranial defects. 
tersal—pertaining to the instep. 
tendon—a fibrous cord of connective tissue. 
thoracic—pertaining to the chest. 


thrombus—a blood clot or growth of cells formed in the 
heart, a blood vessel, or a lymphatic. 


t.i.d.—an abbreviation of the Latin “ter in die’’ that 
means three times a day, used in writing prescriptions. 


tonometer—an instrument for measuring tension or pressure. 
trachea—the windpipe. 


trecheotomy—the process of making an artificial opening 
in the trachea. 


trophesy—defect in nutrition. 


tuberculosis—an infectious disease caused by the tubercle 
bacillus. 


ulcerative—pertaining to the nature of an ulcer. 
vrinalysis—chemical analysis of urine. 
varicose—abnormally swollen veins. 

vasculitis—the inflammation of a blood or lymph vessel. 


vasodilator—causing dilatation or relaxation of the blood 
vessels. 


ventricle—one of the two lower chambers of the heart. 


vertebra—any one of the bones of the spinal column. 
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(Continued from page 18) 

He took the idea to Fred Ludekens, 
another outstanding illustrator. 
Ludekens agreed that there must be 
thousands of men and women who 
would like to learn about art either as 
a hobby or as a profession. The next 
man they sought out was Ed Eberman, 
a top-flight art director., Pretty soon 
Norman Rockwell joined them — and 
he was followed by Al Parker, Harold 
Von Schmidt, Steve Dohanos, Peter 
Helck, Austin Briggs. Robert Fawcett, 
Jon Whitcomb, Ben Stahl. the late 
John Atherton, and Dong Kingman. 

Its president describes the Famous 
\rtists School operation this way: 
“We cant have a magic wand and 
make every one of our students a 
$50,000 a year artist or illustrator, 
But we can give them the tools to take 
advantage of their own abilities. The 
course itself is a composite of the 
knowledge and experience of the 
twelve founding artists. But its real 
outstanding feature is that every stu- 
dent gets personal attention, much 
more than he could ever hope to get 
in a classroom.” 

But Al Dorne is the driving force 
hehind the school. As his secretary 
puts it, “He's simply transferred his 
perfection from the drawing board to 
every corner of our building here in 
Westport. Mr. Dorne wants things 
done right, and he won't tolerate work 
that doesn’t represent someone's best 
effort.” 

\rtistic temperament? 

“Not at all.” says Pauline. “He's 
the most amiable man you can find, 
and his office is always open to faculty, 
students, or just plain sight-seers. But 
he considers art whether its the 
instruction of art or something he 
creates himself — as a serious business 
and second best just wont do.” 

All of this. it would seem, must re- 
quire some pretty high qualifications 
when it comes to a secretary. 

“What it really takes,” says Al 
Dorne, “is someone who can think 
like a man, look like a girl, and act 
like a lady, And, as far as I'm con- 
cerned, Pauline Engel fills every one 
of these requirements, ” 

Pauline does meet Al Dorne’s speci- 
fications — in addition she has some 
other outstanding traits that mark her 

an excellent secretary. 
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Notice how 
Eagle-A Boxed 
Typewriter Papers 
really move 

off your 
Stationer’s shelf! 
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You can see that the big demand is for Eagle-A Boxed Typewriter 
Papers. These popular typewriter papers are fast sellers because 
they please the boss — and ease your work. Bosses prefer the way 
letters, memos and office copies look on Eagle-A Papers — clear, crisp, 
bright. Busy secretaries like their fine typing and erasing qualities. 

Eagle-A Boxed Typewriter Papers come in letter and legal sizes, 
plain and ruled — in the time-saving Eagle-A “Hinge-Top” box or 
100-sheet packets. Secretaries and teachers: for free Sample Booklet 
and Letter Placement Guide, write on your firm or school letterhead 


to Dept. TS, American Writing Paper Corporation, Holyoke, Mass. 


FAGLE-A BOXED TYPEWRITER PAPERS 


100% COTTON FIBER EXTRA NUMBER ONE: Coupon Bond 

100% COTTON FIBER: Agawam Bond and Onion Skin; Coupon Onion Skin 

75% COTTON FIBER: Contract Bond * 50% COTTON FIBER: Acceptance Bond 

25% COTTON FIBER: Trojan Bond, Onion Skin and Manuscript Cover; 
Type-Erase, the Bond and Onion Skin with ‘‘built-in erasability”’ 

SULPHITE: Quality Bond, Onion Skin and Manifold; Translucent Bond 
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The Business Game goes smoothly 
when moves are signalled by 
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GEORGE B. GRAFF COMPANY 


54 Washburn Ave., Cambridge 40, Mass. 
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purchase 


Why? Because Codo’s 
Electro-Write Carbon 
Paper (used with the exclu- 
sive Carbon Gripper) 
ASSURES topflight work! 
Coupled with a Codo Silk 
Ribbon—that’s the ulti- 
mate! Samples? Certainly! ‘ 
(Please use Company let- = Y | 


terhead.) Write Dept. TOS. PU, j 
Conlin MANUFACTURING CORP. 


Factory: Leetsdale, Pa. 


New York « Philadelphia « Pittsburgh « Dallas 
Chicago * Cleveland « Detroit ¢ Los Angeles 
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(Continued from page 35 

A. Yes. there are. Of course. the banks themselves 
have their own associations on the state and national 
level. The American Banking Association is one. ABA 
has a wonderful educational division. the American 
Institute of Banking. to which individuals may belong 
And there is a special group for women oflicers. the Na- 
tional Association of Bank Women. There are about 
11.000 of us. you know. and that doesn't take into ac- 
count the thousands of girls who work as tellers. stenoe- 
raphers and typists. bookkeepers. switchboard operators. 
and file ( lerks. Those who study and take spec ial courses 
can be promoted to investment counselors. credit  in- 
vestigators, security analysts. and other such positions. 
That old phrase. ‘you name it, we've got it. really ap- 
plies to banking. 


@. Now you have us curious, Terry. How did you 
work up to your present officer's position in Fair- 
field County Trust? 

A. For one thing. | didn’t turn down any job | was 
asked to tackle. even though | might not have had the 
necessary experience. Payroll, personnel, and advertis- 
ing. for instance. were all brand new to me. | learned 
by listening to and observing my fellow workers, taking 
courses, attending workshops. and reading everything 
available. As a result. Uve not only learned these sub- 
jects. but I’ve had experience as a bookkeeper. transit 
operator, Christmas Club and savings teller, paying 
and receiving teller, and in the safe deposit depart- 
ment as well. 


@. Was this studying done on your own initiative, 
or did the bank encourage you? 

A. Both. Our company has always been very far- 
sighted in urging every employee to improve himself. 
They ve provided guidance and financial assistance. In 
fact. this is true of the entire banking field. The AIB 
provides wonderful courses through its local chapters. 
for which the bank assumes the entire tuition. I’m now 
the AIB counselor for our Norwalk office. In my own 
Case, | also took a course in public speaking. which has 
been a tremendous help in my career, as well as other 
business subjects. 


@. After you tried all the various jobs you men- 
tioned a while ago, Terry, what was the next step up? 
A. In 1955. | became secretary to Mr. Charles Gager. 
president of the bank. When our bank merged with an- 
other in 1957 to become the Fairfield County Trust Com- 
pany. Mr. Gager became senior vice-president of the 
merged company. and I stayed on as his secretary. The 
next’ March, | was elected assistant secretary of the 


bank. 


@. What does that involve? 

Ay. | am still Mr. Gager’s secretary, but [| also open new 
accounts. handle the payroll and personnel work for this 
office. By the way. I'm not the only woman officer in 


Fairfield County Trust. There (Continued on page 56/ 
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(Continued from page 28) 
baby formulas. This will be changed, we feel, when / 60 FOR 
more working wives accept their new status. 

At the present time, 15 million women are giving 
the lie to the old “natural-place-is-in-the-home” idea. ' 
Many are already casting doubt on the home vs. office amy 44 — e — — — ie 
conflict. Many more could begin to devote their energies 
to the newer, more immediate, and practical problems 
of living in the Jobwife’s role. 

For some preliminary light, we'd like to refer you to 
a self-inventory questionnaire, designed by Mrs. Helen 
Southard, psychologist. and Consultant on the Family Stain 
for the National YWCA. Though it was originally Remover 
created to aid older women returning to work, we believe 
it would be useful to most Jobwives, since the subjects it 
covers need consideration regardless of one’s age. They 
are basic questions, completely objective, planned to 
spur clear thinking on important matters. There’s no 
score. You won't even win the title of Perfect Jobwife 
of 1960 if you get all the answers correct. There are no 
right answers, only right guidance, if you're honest 
with yourself. You may obtain this valuable pamphlet 
free by sending a stamped, self-addressed envelope to 
Human Relations Aids, Dept. T.S., 104 East 25th Street, 








os Vac hh Mowe Vecek Sweet as a rose! Lanolin-ated! Respects your 
ew or 9 ew OTR. . . . 
We should also like to hear from our working wife nail polish, but removes stubbornest dupli- 
mother readers . . . your viewpoints, your experiences, cator, ink, carbon stains. Tattoos? Nope, but 


your successes and failures. 


we're working on it. 


Next month: Mrs. Newlywed. | © THE CARTER’S INK COMPANY, CAMBRIDGE 42, MASSACHUSETTS 
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, about GLOBE-WERNICKE’s complete line of office accessories that help 
/ . ~ ‘ 
ee : lighten your work load. Here cre just a few of the “Secretary Approved” G/W 
' ' 
' office aids. See them all at your G/W dealer, or drop us a line for a free 
' 
illustrated brochure. Dept. |-9 gy. i 
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; The Globe-Wernicke Co - Cincinnati 12, Ohio 
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Girls 


...want to please 
that certain man ? 


and it’s free, too! 


Here’s Avery’s wonderfully helpful new booklet of tips 
on how to keep your filing system—current—up to date 
—and looking like it did the day it was installed and takes 
half the effort. Interested? Send for your copy today! 
Extra dividends, too—with samples of Avery pressure- 
sensitive file folder labels, correction tape, airmail labels 
and other time-saving office aids. 


*The Boss—who else? 
**Your secretary, of course! 
Z —=— 
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AVERY LABEL COMPANY, DIV. 152 
117 Liberty St., New York 6 © 608 So. Dearborn St., 
Chicago 5 ¢ 1616 So. California Ave., Monrovia, 
California « Offices in Other Principal Cities. 
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os * aor | with quliy WEBSTER 
P ) pe CARBON PAPERS 
5 i a With Webster MultiKopy in your typewriter 
> 
- 


carriage you get so many advantages. 


Exclusive, Uncoated Numbered Edge makes 


Stays Flat even in extreme temperatures. 


carbon handling easier and cleaner. It insures 
ee es y, aa tT you neatly typed, even carbons every time. 


Each sheet is specially treated to insure 


tL ; smooth, flat, uniform handling ease. 
Va 7 _ a 
Weights and Finishes to fit individual needs. 
“a ae Fa 7 You'll get crisp, clean results whatever your 
a ? typing requirements. 
2 e y ° 
tT 2 (“A nwa, And Webster offers you a variety of other 
high quality duplicating supplies: typewriter 
CS ee — € > > ribbons in cotton, nylon and silk for all type- 
al lar writer makes; office machine ribbons for most 
iar _ ~ i = types of adding, accounting, tabulating and 
2 7 / addressing machines; carbon paper rolls, and 
; oo (1635) spirit duplicating papers and master units. 
«st plus: hand cleansers, type cleaners, instrument 
* AAS oil, and duplicating fluid. 
A 4 . . 
¥> At better office equipment dealers every- 
wg 
tN G7, where — make it clear you want 
* wih 


NO: Webster 


/ ~\ MultikKopy Durametric Carbon Papers 
} Always send a ‘‘Time-Saver’’ courtesy carbon copy 


F. S. Webster Company « 17 Amherst Street « Cambridge, Mass 
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THE HUMAN SIDE 


(Continued from page 15 


been unpleasant and trustrating, to say 


the least. No secretary can do her best 
unless she enjoys the trust and backing 
of her boss 

Jane decided that the most constructive 
approach would he to start a campaign 
of her own, one that would get her into 
Mr. Smith's good graces. She laid out a 
three-point program to achieve her goal. 
asked Mr. Smith if they 


could have a talk. He agreed, and Jane 


First, she 


told him that she was happy to be work- 
ing with him. She said that she liked her 


job. had done it for nine years. and that 
her experience should be of some value to 
him. She knew what had to be done and 
how to do it, without constant supervision 
or training. She was familiar with com- 
pany policies and procedures. 

Jane explained that she and Mr. Jones 
had not hit it off as well as she 


had. Het 


others had alwavs been satisfactory. Peo- 


and her 


previous bosses work for the 
ple have different wavs of working, she 
pointed out, and she would he vlad to do 
Mr. Smith 
wav he preferred to have it done. 


After this. Mr. Smith seemed less preju- 


whatever wanted and in the 


diced. Then it was up to Jane to live up 
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writer-spaced! Just click your spacing lever to auto- 


matically position the tab title on the insert (no 
time wasted soft-rollering). And Aico Index Tabs 
"and %” inserts to accom- 
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G. J. AIGNER 
COMPANY 
426 S. Clinton Street « Chicago 7, Ill. 


World’s leading manufacturer of indexing products 


Indexes—A complete 
selection of tab styles 
and colors. Mylar -re- 
inforcedl 





to her campaign promises by proving her- 
self capable and easy to get along with, 

Luckily. most secretaries are adaptable. 
Jane was no exception. She observed her 
hoss’ methods and preferences, his likes 
and dislikes. She knew that she 


have to work hard in order to overcome 


would 


the unjust reputation given to her by Mr. 
Jones. 

One important point of Jane's program 
was to refrain from discussing Mr. Jones 
with Mr. Smith. She hid any 
against her previous boss. a feat 
took great 
that all 


grudge 
which 
self-control. But she realized 
that was in the past: no good 
could be accomplished by keeping it alive. 
If she belittled Mr. Jones. it would seem 
like back-biting or Also. she 


knew that if a secretary makes disparag 


revenge. 
ing remarks about a previous employer, 
the new one is inclined to wonder, “What 
does she sav about me?” 

Jane's campaign took time and effort. 
but it worked. Today. she and Mr. Smith 


form a smooth-working team. Any 


prob- 


lems are solved together. 





$380 A WEEK MINUS... 
Continued from page 24 
circumstances 


necessitating them cease 


a dis- 


For instance: a widow remarries. 
abled child) recovers. a normal child 
reaches eighteen or marries. 

In addition to these benefits, a lump 


sum benefit will be paid if the worker 
died after September of 1950. This sum 
ranges from $99 to $255 and goes either 
to the surviving spouse or failing that to 
the person who pays the burial expenses. 

\ claim must generally be made within 
two vears of the workers death. 

One of the most enjoyable parts of this 
entire program is. of course, estimating 
your own payments not those going out 
now. but the ones coming in... eventu- 
ally. you hope. In doing your addition 


and subtraction over a period of time 
when your average earnings are figured. 
three dates are considered. You may start 
1937. with January 1. 


1951. or with the year 


with January 1. 
in which you be- 
came twenty-two—if that vear was afte 
1950. 


years, 


Since wages have risen over the 
you ll make more with the latest 
possible date. 

If you dislike mathematics, however. 
you may simply ignore this entire pro- 
ceeding. When you do turn in your type- 
writer and apply for benefits, the Social 
Administration will do 


Security your 


school work for you—and pay the highest 
possible benefit. This—if a retirement 


(Continued on page 54) 
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COPYHOLDER 


THAT CAN'T BREAK 
ony SLID 
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Rugged is the word for this easy-to-use copy 
prop. It can’t break down — no gadgets. 
Assures correct sight-level for accurate typ- 
ing of all copy work. Used in high schools, 
business colleges, by typists in every kind of 
business. Secretaries love it! 

Three attractive pastel shades — desert 
tan, sea foam green, steel gray. Available 
at stationery stores or send us $1.35, we 
pay postage. 


BANKERS BOX Co., Dept. TS9 


2607 North 25th Ave. ® Franklin Park, Ill. 











(Continued from page 21) 


vourself than to show -omeone else how FREE 


to do it, but teaching is part of a super- STARLIGHT 
CASE and FRAME 


with every order 


visors job. “If the boss expected you to 
do everything yourself.” a secretary re- 
marked. “he wouldnt put you in charge 


ad ake -enaia™ Ss. ania eee \Tiendship 


about assigning work: “Never ask a per- 


son to do more than one thing at a time. y 
Explain what you want done. When that Ns 
is finished, go on to the next task.” 


vive anv- From Your Own Favorite 
Photo, Snapshot or Negative 


one a “dirty job” might take comfort s 
: 25 «4 

from another womans logical point-of- 

, $ 

view. “Ll always felt apologetic when | or GO For *2 

plus 25¢ shipping 


The supervisor who hates to 


had to give out a tough chore.” Janet said. 





“But | remembered how my boss used to Friendship Photos’ excitingly new different Shadowbox 
sk > | lo s » of his less ol Prints with deep sunk embossing and softly rounded 
a me (0 GO some OF HIS Kt stamorous corners add subtle glamour to that treasured snapshot 
jobs. After I had finished them, 1 felt Prints are wallet size 244” x 34%". Satisfaction guar- 
. as anteed. Order today 
good, because I'd learned something new. EXTRA BONUS — FREE WITH EACH $2 ORDER 
“I try to divide the disliked jobs so 4" x 6" Princess Portrait enlargement 





that no one girl feels imposed upon. | FRIENDSHIP PHOTOS, Dept. P-9, Quincy 69, Mass. 


Please send me 

r— 25 “Shadowbox” Friendship Photos. from one 

LJ pose $1.25 enclosed. Also send Free Stariight 
Case and Frame 

r— 50 “Shadowbox” Friendship Photos, from one 

LJ pose $2.25. Also send Free additional Princess 
Portrait Enlargement and Frame 

1 enclose photo, snapshot or negative which you will 

return unharmed. My money back, airmail, if I'm not 

completely satisfied 


explain that the harder a job is, the more 
satisfaction there is in finishing it.” 
Janet's ideas are sensible and practical. 
Common sense, of course, is one of the 
greatest assets a secretary can have, and 


the quality is valued highly by bosses. 





The secretary who puts hers to use will be NAME....... 
able to solve many of the problems that ADDRESS ewaees 
face her when she assumes the role of Be eiwsinitvscasusens os .ZONE 
supervisor. i ee 





CLEANER! 
SHARPER: 


STRONGER! 


... with MPR—the carbon ribbon of MYLAR* 
by OLD TOWN... 


Clear...crisp, print like impressions that show off 
the quality of your work and make your boss’ correspondence 
speak with authority! The MPR ribbon is easier to use and gives you 
twice the typing time over ordinary carbon ribbons! 
Make your next ribbon an OLD TOWN MPR... you and your boss will be glad you did! 


Send for your FREE copy of ‘‘Seven Suggestions for Secretaries." 


750 Pacific Street, 


epte mber. 1960 


OLD TOWN CORPORATION 



















*MYLAR is Du Pont's registered trode- 
mark for its brand of Polyester film. 


Please send FREE copy of “Seven Suggestions for Secretaries.’ 
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(Continued from page 52) 


henefit—can run from $33 a month to 
$127. Family retirement payments may 
reach as high as $254 a month. 

The Administration does have its stern 
moments, however. If you are entitled to 
more than one type of benefit, you will in 
effect receive only the largest. If you have 
decided on the idle life and have been 
employed so little that you are not in- 
. too bad. 
Neither consolation nor tax refund is com- 


sured under Social Security 


ing your way. 
Disability payments make up the third 
and last part of the old-age, survivors, 


and disability insurance program. To be 


eligible for these payments (which cover 
yourself and your dependents), you must 
be between fifty and sixty-five and so 
severely disabled that you cannot work 

a fact which must be substantiated by 
medical evidence. The Administration is 
happily not a naive organization. 

If you are not yet fifty and disabled, 
you may. and probably should, have your 
earnings record “frozen” until such time 
as you qualify for disability benefits. 

When you reach age sixty-five your dis- 
ability insurance benefits will automati- 
cally be changed to old-age insurance 
benefits. You are not eligible for disabil- 


itv benefits if: 








Take a good look 
at your letterhead... 


Perhaps it’s time you changed 


to the clean, white bond paper that takes 


so well to both printing and typing— 


the practical letterhead paper with 


the look and feel of quality... 


Millers Falls Bond 


25% COTTON CONTENT 





MILLERS FALLS PAPER COMPANY + MILLERS FALLS, MASS. 
MANUFACTURER OF OLD DEERFIELD BOND, GIBRALTAR ONION SKIN, MILLERS FALLS BOND 
AND ONION SKIN, EZERASE BOND AND ONION SKIN, MILLERS FALLS OPAQUE PARCHMENT 





1. You are temporarily or only partially 
disabled. 
2. You are able to work but cannot find 
a job. 
3. You are not able to do the kind of 
work you have in the past, but can do 
some kinds of work. 

It is possible. however, for you to re- 
turn to work as part of a rehabilitation 
program and still collect benefits, for the 


first vear. at least. 


Public Assistance to the Needy 

Old people who lack support, blind 
people who need assistance, children de- 
prived of parental care or support, and 
needy people who are permanently and 
totally disabled 


by the states in conjunction with the Fed- 


all these are cared for 
eral government. 

Veedy is defined as being without sufh 
cient money or resources to provide the 
essentials of living. Within that definition 
state makes its decision on 


eat h own 


applications, using as a guidepost the 
three criteria of income, property owned, 
and relatives who might be a means of 
support. 

Persons in institutions because of tuber- 
culosis or mental illness are not eligible 
for this aid. Those who are eligible must 
generally establish a residence period of 
one year before application—although 


again, this depends on each state. 


Services for Children 

Last of the series of Social Security 
programs is that dealing with maternal 
and child services. Money for this is pro- 
vided by both state and Federal sources. 
and is allocated to agencies rather than 
individuals. Hospitals and foster homes 
receive a good percentage of it. 

The list of programs under Social Se- 
curity is a long, long list, but it meets a 
long list of needs. And it does this with 
certain advantages not possessed by a 
haphazard system of local aid. 

Social Security is soundly financed and 
uniformly administered. It prevents loss 
of self-respect by encouraging each indi- 
vidual worker to make provision for him- 
self and his family. What he receives is 
justice—not charity. 

Since 1940, when benefit payments be- 
gan, more than 21 million men, women, 
and children have received help from re- 
tirement, disability, and family survivor 
features of the law. 

One of them might have been you. 


COMING NEXT MONTH 


Groups of Deductions—Pension and 
welfare plans on a company level 


TODAY'S SECRETARY 


Career Sources 


Sources for Accounting Occupations . . . 


Information on training for bookkeeping 
jobs is available from the United Business 
Education Association, 1201 16th St.. N.W.. 
Washington 6, D. C.; National Association 
and Council of Business Schools, 2400 
l6th St., N.W., Washington 9, D. C. (pub- 
lication lists business schools with stand- 
ard junior and senior accounting and 
business administration courses.) Infor- 
mation on accountancy may be had from 
the National Association of Accountants, 
505 Park Ave., New York 22, N. Y.: or 
from the American Institute of Certified 
Public Accountants, 270 Madison Ave., 
New York 16, N. Y. 


Sources for Machine Operators .. . 


Comptometer Corp.—headquarters, 5600 
Jarvis Ave., Chicago 48, Ill.—offers 10- to 
12-week course in its schools, also offers 
free lifetime placement service. United 
Business Education § Association and 
NACBS give information on training. 
Check “Automation and Employment Op- 
portunities for Officeworkers,” Bureau of 
Labor Statistics bulletin 1241, 1958, Super- 
intendent of Documents, Washington 25, 
D. C., for information 


on operators of 
electronic data processing equipment. 
Price 15 cents. For information on life 


insurance, write, The Institute of Life In- 
surance, 488 Madison Ave., New York. 


Sources for Computer Programmers . . . 


Write to IBM Corp.—headquarters, 590 
Madison Ave., New York 22, N. Y. 
Sources for Transcribers ... 

Dictaphone Corp.—executive offices, 730 
Third Ave., New York 17, N. Y.—for in- 
formation on schools, opportunities. Also 
U. S. Civil Service, Standards Division, 
Washington, D. C. 


Sources for Clerical VW orkers . 


NACBS: S. S. Huebner Foundation for 
Insurance Education, Dietrich Hall, 3620 
Locust St., Philadelphia 4, Pa., for colleges 
and universities offering courses in insur- 
ance. Also The Institute of Life Insurance, 
for bulletins on careers in life insurance; 
National Office Management Association, 
1924 Old York Rd., Abington, Pa., for de- 
tailed clerical employment _ statistics. 
Clerical salaries quoted are averages for 
1960 supplied by the National Office Man- 
agement Association of Abington, Pa. 


Sources for Sales Occupations ... 


The Institute of Life Insurance; IBM 
Corp.; retail training center of any large 
department store near you; A & P Food 
Stores, for grocery store selling—execu- 
tive offices, Sales Training Department, 
120 Lexington Ave., New York, N. Y. 





(Key to project on page 44) 
Letter 1 


Line 2—commas around Mr. and Mrs. Brown; 
line 4—seventy-five line 5—get, sue- 
cessful: line 8—comma after if and after couples; 
line 10—comma after home; line 1l—comma after 
line 12—Prospective 
not the word intended here): line 14 
no comma after personnel (restrictive clause) ; 
15—phases; line 20 personally ; line 2] 

comma after yet; savings and loan headquarters 


years; 


brochure; ( perspec tive is 


person nel, 


line 


Letter 2 


Line 2—question mark after us; line 4—satis- 
factory; line 5—newer than; line 6—appreciate, 
economy; line 8—receive; war-ranty: line 1ll- 


take out the hyphen in low-down payment (or 
you'll change the meaning considerably!) ; line 
\2—repayment (no hyphen as in reconsider, 
recollect, reconnoiter, but it’s re-elect, re-entry, 
e-examine) 


September, 1960 


(Key to Quiz on page 10) 


Note: To derive the utmost benefit from 
solving these Teasers, do not be content 
with merely checking your answers. If any 
of the words presented were unfamiliar to 
of their mean- 
and check not 
especially the 
illustrative sentences included with the defi- 
nitions) but also the pronounciation, accent- 


you or if you were uncertain 
ing, refer to your dictionary 
only the definitions (noting 


ing, and syllable division. These are impor- 
tant steps in vocabulary building. 


How Many Ways Can You Spell 
“Ooze”? 

1. choose: 2. cruise: 3. whose: 4. lose: 
5. ruse: 6. coos: 7. shoes: 8. chews. 


How Do You Handle Your Dates? 


1. 11 a.m.: omit morning: 2. September 


15, 1960, that . . .; 3. twenty-nine days: 
February; 4. October 1, 1960: 5. °49: 6. Me- 
morial Day, Independence Day: 7. Friday; 
8. Omit comma after August 8. 


Same Pronunciation, Different Mean- 
ing 

l. a. block: b. bloc: 2. a. claws: b. clause: 
a. dear; b. deer: 4. a. profit: b. prophet: 


a. roomer: b. rumor: 6. a. real: b. reel: 


VI w 


a. rest: b. wrest: 8. a. row: b. roe. 


Build Another Word 


1. convent+ion=convention;: 2. temper+ 
ature=temperature; 3. incident+ally=inci- 


dentally: 4. moment+ous=momentous. 


Which Word Is Best? 


1. incongruous: 2. hypochondriac: 3. in- 
flammatory: 4. ameliorate: 5. crucial. 








er) 


} hey used to call 
her an Amanuensis 
—and she erased 
mistakes in this 
cumbersome fashion. 





but still quite awkward. 


Now Secretaries, Typists, 
Bookkeepers, and Office Workers 


Erase Without* 
A Trace 
by using A.W.Faber 


GRASER S7IK. 


The original grey eraser point 





—alwoys best for erasing. 


This slim, trim, white-polished beauty has changed America’s 
Because it removes a single letter without smear- 
ing the rest of the word. ERASERSTIK banishes sloppy strikeovers. 7 
Many a girl was elevated to a better job with more money because 
she had the good sense to use ERASERSTIK. 
good stationers carry ERASERSTIK, with brush, 20¢. Today? 


erasing habits. 


SAPHIR Hand Sharpener 
works like magic. Gives 
you the correct point 

on your EraserStik— 
then stops sharpening. 
If you use one, you 

need the other. Ask 
your Stationer. 


A.W.FABER - CASTELL 





L ater she became known 
as a Secretary and she 
erased mistakes with 
beveled and circular 
erasers. A big improvement, 








Pencil Co., Inc., Newark 3, N. J. 





allt Si sda 


TIK GAL SERVICED usa 7099 


_—— 





Why not you? All 


AW.FaBER RA 


OS 


AW.FABER ©ORASER 


Insist on the original and 
genuine EraserStik 
by registered 
trademark. Shaped 
like a pencil, it 
sharpens like a pencil 
to any style point 
you prefer—blunt, 
medium or slender. 


1K CAUL SERVICE) U.S.A. 7099B . 
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(Continued from page 48) 
whom started as stenographers and secretaries, and we 


have a wide range of duties. 


@. Obviously, banking is one field in which you 
can be sure of meeting the public, isn’t it? 

A. Heavens, yes—we couldn't get along without them! 
Since we are a semipublic institution, Mr. Gager feels 
that a good sense of public relations—or perhaps you 
might call it human relations—is essential for every 
employee. This naturally applies to the secretary who 
represents not only the bank but also her boss to the 
public. She has to develop a high sense of tolerance and 
patience, since her job will bring her in constant contact 
with executives working under heavy pressure. Needless 
to say, good human relations within the bank family are 
just as vital as with the public. 


@. Terry, in your double role as an executive secre- 
tary and bank officer, do you have outside business 
contacts or duties for the bank? 

A. Yes, and that’s another rewarding plus so far as | 
am concerned. One of them is my membership in the 
National Secretaries Association. I joined the Norwalk 
Chapter in 1956 and served as president and on various 
committees. The bank thinks so highly of this affiliation 
for me that they pay all my dues and even assume con- 
vention expenses. It brings me many interesting and 
valuable contacts and gives me experience in community 
activities. 


@. Was that why you took a public speaking 
course? 

A. Partly, but more because I frequently participate 
in career days at local high schools and business schools, 
in order to tell the students about banking. Many of 
them are amazed at the range of opportunity. Of course, 
they want to know about the special benefits to them. | 
always tell them that the salaries are good, working con- 
ditions pleasant, and the people congenial. But there are 


more important things than those in choosing a career. 


@). For instance? 

A, | think particularly for a girl, who will be meeting 
stiff competition if she wants to get ahead in any field of 
work, it is vital that she learn all she can in every sub- 
ject required, so that she can be the best in her field. 
She should never be content just to ‘get by’ with the 
minimum knowledge. She should set a high standard 
for herself, and then stick to it. 


@. Well, then, is a college education necessary for 
a banking career? 

Ay It’s a wonderful asset, of course, and a girl should 
go if she has the chance. But many people improve their 
high school background by taking evening courses at 
adult education centers, business schools, colleges, and 
universities. Or they can take advantage of special pro- 
grams offered by associations like AIB and NSA. In order 
to be a success in life. you must look forward to learning 


something new every day. (Continued on page 58) 





























“Over Sixty Years of Good Impressions” 


KEE 





Secretaries never die... 


They just stay young indefinitely*—that is, if they 
use Kee Lox Grip-N-Pull carbon paper. Ask any 
girl who is already using it (and note how fresh 
and vivacious she looks—even at quitting time). 
She’ll tell you what nice copies she gets, how clean 
they are. And she’ll be equally enthusiastic over 
Grip-N-Pull’s other features—automatic warning 
of last typing lines, automatic rotation, auto- 
matic alignment. 

You too can stay young indefinitely* by letting 
Grip-N-Pull carbon paper make your work easier 
and pleasanter. And your boss will be interested in 
knowing that Grip-N-Pull, with all its advantages 
and long wear, still costs no more than regular 
carbon paper which does not have the exclusive 
patented features of Grip-N-Pull. 


*The only exaggeration (one we hope will cause a smile) in this message. 


All carbons are removed quickly in one 
clean operation, using uncoated edge. 
\Clean hands, clean work, clean desk. 


Lower right of uncoated edge is die cut 
to tell how much space is left at bottom 
of sheet. 


FREE Samples if requested on company letterhead. 


ox MANUFACTURING CO., Dept. TS-90, Rochester 1, N. Y. 
CARBON PAPERS AND INKED RIBBONS 


Sold through KEE-LOX branches and selected independent stationers 





TODAYS SECRETARY 





ONCE UPON A WALL 


-now one 
Upon a 





Portable—in 4 colors: 


Right instep with modern | 5lve 

offices the Boston Cham- | Green 
ion Portable Pencil | Sandtone 

Sharpener saves time... Gray 


builds efficiency. 
Order today from your 
local stationer. 





en 
BOSTON 
= 


C. HOWARD HUNT PEN CO., CAMDEN 1, N.J. 





Save Use Beautyful Eyer 





Send for FREE Booklet describing 
RITE-LINE COPYHOLDER 


f"—- MAIL COUPON TODAY-~“~“ 
| RITE-LINE CORP. 
4209 39th St.,N.W., Washington 16, D. C. 


Please send me a free copy of your Folder. 
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| Name | 
| | 
| 
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GOOD FOUNDATION 


(Continued from page 33) 


tor—who claims that a woman with one 
foundation is getting only one-fourth of 
the beauty she deserves. To aid in cor- 


nering the other three-fourths, these tips 

. and techniques for applying loveli- 
ness with your fingers. 

Like a glamour genie, your Pan Cake 
Vake-up holds the power to transform 
even a dull complexion into one with a 
mat finish—an 


excellent fashion foil for gleaming satin 


rich, even-toned, velvety 
surface materials, pale tints, and shining 


metallics, a fine choice for an evening 


out. The secret here is not what to choose. 
but how much. 

Materials needed are the make-up it- 
self and a silk sponge. Because it is con- 
centrated, cake make-up is mixed with 
water, and the amount of water deter- 
mines the degree of make-up. 


Wet the 
apply the cake 


sponge, wring it out, and 


base rapidly over fore- 


head, nose, cheeks, and under your chin. 
Pick up more color as you need it. 


Next, 


and with the other side, 


wring out your again, 
blend the make- 


up over every part of your face, including 


sponge 


eyelids, the corners of your eyes, over 


your lips, around your nose, and feather 


Then, 


skin is still damp, use a clean tissue to 


it into your hairline. while the 
blot away moisture and excess make-up. 

Pan-Stik Make-up should give a satin 
light 
textures, 


complexion finish which is pure 
dull 


the whitened-down colors and pastels. 


against fashion’s fabric 

Swivel the make-up from the stick as 
you would with lipstick. Begin by stroking 
the color in small amounts over cheeks. 
Blend to an 
even film with fingertips, or, if it is eas- 


forehead, nose, and chin. 
ier, again with a damp sponge. 


Max Factor’s 
Make-up, are 


Liquid bases, such as 
Hi-Fi Fluid 
lightly with fingers, 


should provide 


dotted on 
then blended. This 
a natural finish that is 
a natural 


accompaniment to day-time 


wear, to summer cottons, winter's mixed 
materials, and all fashionable sportswear. 


Most 


cosmetic 


simple to apply is a two-in-one 
and pow- 
Puff 


This is applied with a powder 


combination of base 


der, such as Max Factor’s Creme 
Make-up. 
puff—and a number of short pats. When 


you finish, yourself another 
back this time, 


should go with everything. 


you can give 
pat, on the because the 
result 

For variations on a foundation: choose 


the right formula 


for your skin, your 

purpose, and yourself; then follow the 

right ritual in applying it. The result 
should be pure magic. 
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a 20¢ Ball Pen 
‘That Wrote 


Steadily 
for over 





...without smudging! smearing! 


blotting, clogging! * 
General’s new ——_ 
SEMI-HEX BALL PEN 


Yes! Here’s the pen you’ve been 
reading about... the most economi- 
cal all-around ball pen you can buy 
— with the highest quality ink 
cartridge... the exciting new 
GENERAL SEMI-HEX BALL PEN 
that PROVED BY TEST that it 
OUTWRITES, OUTPERFORMS 
ball pens costing 10 TIMES THE 
PRICE! AND — it’s available with 
an eraser—at no extra cost! 








How Much Would It Save Your Company? 
TRY IT 10 DAYS FREE — AND SEE! 


Talk about Economy! Here’s every- 
thing you want — outstanding per- 
formance ... true writing comfort 
. low, low cost —all in one great 
new PEN! The new General SEMI- 
HEX BALL PEN feels light, slim, 
comfortable—like a pencil—yet 
writes with the smooth, brilliant, 
line of the most expensive pens! 
Precision-engineered ball lets ink 
flow smoothly, evenly. 
barrel makes 
easier, helps prevent stiff fingers 
and writer’s cramp! Long-lasting 
cartridges of Banker’s Approved ink 
easily replaced without mess or inky 
fingers! Your choice of non-smear, 
non-transferable Green, Red, Blue, 
Reproducing Black ink. Now’s the 
time to cut office expenses as you 
build office efficiency! 
@ Secretaries, Bookkeepers, Ac- 
countants! Superthin points avail- 
able — approved for legal writing! 
See Your General Dealer now and 
ask to see General’s new SEMI-HEX 
BALL PEN or write us today on your 
letterhead for FREE SAMPLES! 


Extra-long writing 


“From the findings of the 
New York Testing Laboratories 


ENERAL 


PENCIL COMPANY 








69 FLEET STREET, JERSEY CITY 6, N. J. 














Ever Ready'’s new Memo Pad 
— a companion piece to the 


Ever Ready desk calendar 


Here is a Memo Pad designed with 
the busy, but organized, desk in 
mind. Holds 200 sheets. Avail- 
able in four colors: Walnut, Grey, 
Mist Green or Desert Sand to com- 
pliment any desk top or match 
other desk accessories; and two 
pad sizes; 3’‘ x 5’ and 4" x 6”. 


Order from your local stationer to- 
day. Or write us. We will be happy 
to forward your request to the 
progressive Ever Ready 
dealer nearest you. 






by the makers of 
...- America’s foremost 
desk calendar 


EVER READY 
CALENDAR 


MANUFACTURING CO. 
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(Continued from page 56 
@. 1 suppose one thing the students al- 
ways ask is what special duties a bank 
secretary will encounter. Can you tell us? 
Ag If vou think of a secretary's job as 
simply taking dictation and transcribing 
her notes into acceptable copy. there are 
many unique duties. But if you define 
her job as one including that of re 
ceptionist, file-guardian, coffee-fetcher. 
hostess. housekeeper. and goodwill am- 
bassador, then she is prepared for almost 
anything that comes up. Het primary 
duty, no matter where she is. is to make 
her boss work fo more smoothly and 
that means doing whatever task comes 
along. no matter how different it) may 
seem from what she has been told in 


a hool. 


@. When vou sav your duties include 
personnel work, Terry, what does that 
involve? 

Ay A little bit of everything. I guess. | 
handle payroll and personnel procedures 
for the office. which means | have to know 
thoroughly all company policies, pro- 
cedures, and personnel. | pre-screen job 
applicants for Mr. Gager and try to help 
our employees with business and personal 


problems connected with their work. 


@. Speaking of pre-screening applicants, 
that brings up a question we often hear. 
How does the average bank personnel 
manager feel about the qualifications of 
younger versus older workers and single 
versus married people so far as job in- 
terest. sense of responsibility. initiative. 
and all the other outstanding personality 
traits go? 
A. Now you're asking a tough one. and 
Ill ask you one in return—is there such 
a thing as an average bank personnel 
manager? 

| wouldn't want to make a statement 


for all banks 


since he isn’t here to talk with you—but 


or even for Mr. Gager. 


it seems to me that such generalization is 
very difficult. Sometimes a younger girl 
will be more adaptable and less influ- 
enced by habits and methods, since she 
has had little or no previous experience. 
For this reason some employers prefer to 
take a girl just out of school and train her 
their way. But an older woman who has 
acquired a thorough business knowledge 
and has learned to depend on her own 
resourcefulness and perseverance will be 


extremely valuable for these reasons. 


@. Then you feel it depends on the in- 
dividuals involved and the particular po- 
sition to be filled? 


A. Absolutely. And you must remember, 


too, that most businesses today are very 
concerned that they hire people who 
really want permanent jobs. It costs too 
much in salaries, time, overhead, and 
training costs to have a big turnover of 
people who are “trying the field’ or only 
interested in working temporarily. I am 
pretty sure that my boss is more inte1 
ested in finding a prospective employee 
who has a sincere desire to work for us on 
a long-term basis. rather than someone 
who's concentrating on a new Car or next 


years wardrobe. 


@. Thats understandable and it's an 
other good reason for thoroughly investi- 
gating a field before going into it. Oh . 
the editor will want to know the disadvan 
tages of banking, Terry. Do vou want to 
slip us the word on that, too? 
Me Obviously. you have to feel at home 
with figures and detail work, since both 
are tremendously important. Unless you 
call it a disadvantage to have to put in a 
full day's work for a day's pay, plus hav- 
ing the usual rush deadlines or emergen- 
cies you will find in any business, there 
are none that | can think of. Just let me 
ask vou this—where ean you find such an 
ideal combination as a wide variety of 
interesting jobs. all the ‘fringe benefits’ 
employees now expect as their inalienable 
rights. plus free tuition so you can broad- 
en your knowledge and earn promotions 
and more money? Then there is the tre- 
mendous advantage of working in your 
own home town, where you are a vital part 
of your community, where you can enjoy 
longer hours with your family and 
friends. and cut the commuting problem 
to a minimum. 

Tell me 


better? 


can you think of anything 








ON THE CovER: Oxford plaid with atten- 
tion-getting details—spanking white collar 
and cuffs. Sizes 28-36 in assorted plaids. 
$3.98. By Ship ’n Shore. 


WHERE TO BUY: Ship ’n Shore blouses at 
Gimbel Brothers, New York and Milwau- 
kee; Hochschild, Kohn, Baltimore. 
Dresses by Guy D at Lord & Taylor's, 
New York; Higbee Company, Cleveland; 
Charles Stevens, Chicago. 
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shopping spree 
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THE VICTORIAN AGE returns when vou 
frame two of your fondest pictures in this 
quaint and dainty Love Locket. Just 2' 
inches overall. Of antiqued “gold.” the 
= rolled hase has ua vadroon border 
dorned with lustrous pearls and spark 
ing crystals. Large center stone is ame 
thyst. Only $2.50. ppd.: from Dominique, 
Dept. TS, 210 Fifth Ave.. New York 10, 
N. 





CHOLESTEROL CONSCIOUS? Watch your 
calories with this Nevetti Swiss frying 
pan. with heat-proof handle. Fry, sauté, 


or pan-broil with almost no oil or fat. 
Silicone lining prevents sticking: pan 
wipes clean after cooking. Available 


sizes: 7/2 inches at $5: 9" inches, $7.50: 
1] inches, $9.50: all three for $20. ppd. 
Free spatula with order. From Pampered 
Kitchens. Inc.. Dept. TS. 507 Fifth Ave., 


New York 17, N. Y. 
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STOP! and take a good look at this ster 
ling silver traffic sign. Price is $2.50 for 
both halves, and each half may have 
initials or a first name engraved on back, 
free. Also available are a heavy link 
bracelet for $1.95 and a key chain for 
$1.10. Ppd. prices include tax. Send to 
The Jamaica Silversmith, Dept. TS, 79-32 


164th St.. Jamaica 32. N. ¥ 





TO EACH HIS OWN, with no mistakes, if 
he uses this brand new sanitary tooth 
brush holder. Protec-Dor houses _ five 
family brushes, each in its private com 
partment. Pull brush out ... door opens. 
Put brush back . . . door closes—auto 
matically! Send $1, ppd.. to Pacifie Prod 
ucts. De pt. r'S. Box 74373, Los Angeles 4, 
Calif. 





STICK "EM—ON! These little bows are 
adhesive bac ked so you can pop them on 
and off belts. shoes, bags. just like a 
Band-Aid. Won't tear your hose and can 
be re-used. They simulate leather, calf, 
suede, and patent... in red, black, navy, 
and beige. Send $1, ppd., for 3 pairs to 
Designer's Workshop. Dept. TS, Box 
3240, Grand Central Station, New York 
Lz, ms 4. 


DO YOU 
ERR WHEN 
YOU SPEAK? 


A noted publisher in Chicago reports 
there is a simple technique of everyday 
conversation which can pay you real 
dividends in both social and business 
advancement and works like magic to 
give you added poise, self confidence 
and greater popularity. 

According to this publisher, many 
people do not realize how much they 
could influence others simply by what 
they say and how they say it. Whether 
in business, at social functions, or even 
in casual conversations with new ac- 
quaintances, there are ways in which 
you can make a good impression every 
time you talk. 

To acquaint the readers of this book 
with the easy-to-follow rules for de- 
veloping skill in everyday conversation, 
the publishers have printed full details 
of their interesting self-training method 
in a 24-page booklet, “Adventures in 
Conversation,” which will be mailed 
free to anyone who requests it. No obli- 
gation. Simply send your request to: 
Conversation Studies, 835 Diversey 
Parkway, Dept. 2826, Chicago 14, Il. 
A postcard will do. 





EXCITINGLY 
600 i DIFFEREN 


Unusual and dis- 
tinctive gifts in this 
superb selection of 
ceramics, toys, jew- 
elry, games, salt & 
peppers, imports, 
housewares, gift 
wraps & ribbons, 
Ornaments and 
many others. 














Solve all your gift problems. Get Free illustrated 
4-color catalog today. Write: 


ADRIANE, INC. 


6-807 Finch Merchandise Mart, St. Paul 1, Minn. 








NEXT TIME YOU ENTERTAIN... | 
GO NATIVE 


In a Hula Skirt Hostess 
Apron. Newest Fun gift 
from HAWAII 
It has gay Hawaiian print 
pocket and waist band 
One size fits everyone, It’s 
the perfect conversation 
piece for Patio parties 
Sent anywhere in USA... 
$2.50 ppd. Send 25¢c for 
complete illustrated catalog 
of Hawaiian Things. 
(Free with apron ordet 


? 
Sina 7 = # Inc " 


Dept. TS, 1140 KONA ST., HONOLULU 14, HAWAII 











WALLET sy fe 
PHOTOS 
HANDLING 





PLUS 25« 


60 for $2.00 plus 25 handling. 


MADE FROM YOUR OWN PORTRAIT 





perfect for job, school, and 
passport identification 


FREE Beautiful Hy ]”’ 


PORTRAIT ENLARGEMENT 


with each order 


MEAD 
Famous Roy Wallet photos, finest A ae ON 
: : pe oo fe 
silk, double-weight paper. 21/2” x PARENTS) 
31". Send picture or negative with —— 


your order. Satisfaction guaranteed 


ROY PHOTO SERVICE 


Dept. 4, GPO Box 644, N. Y. 1, N. Y. 








*% BRACELETS ® PINS 
EARN $1000 by 
CHRISTMAS 





Every Woman’s A Customer 


Make extra cash for your club showing 
catalog of stunning jewelry and hundreds 
of other fast-sellers. Take orders at retail. 
Send us only low wholesale. Make generous 
profits on every item 


Free 52 Page Catalog 


ot 800 pre-tested money-makers in 
gifts, gadgets, toys, Christmas cards, ceramics, 
salt & peppers and imports. Many exclusives, 
Money-back guarantee 


MAKE PROFITS AT ONCE! 


No investment. No risk 
and details 
money 


cludes jewelry, 


Just write for free catalog 
Indicate whether you want to make 
for yourself or your club 


GREETINGS UNLIMITED 


6-242 Park Squore, St. Paul 1, Minnesota 








You 


re 





ARE YOU ‘IN THE NO’’? 


| move naturally, breathe freely, on and off your chair, 
aching, stooping, through your whole active day in this 


bra that G-I-V-E-S !!! 


NO under 
motion, breathing. . NO pull 


nm 


up bind—two separate cross-over bands for free 
1 strain—Nylon lace cups are 


dividually action set. NO rolling—spirai boning under arm 


for a comfortable anchor. NO riding up—Dacron leno elas- 
tic back is especially contour shaped to cling. NO cutting at 
shoulder—2” portion of strap is elastic. 


BANDEAU X: 32 to 36A, 32 
32 to 38A, 32-40B, 34-42C 
BANDEAUX: 32-36A, 32 


« 
» 


A 


38B, 32-40C; $2.95. LONGLINE: 
$3.95. Also CONTOUR (padded) 
38B & C: $3.95. Postage FREE. 
atisfaction ,uaranteed. Order TODAY Dept. S-51. 


RMAND’S, 514 N. Lafayette St., Allentown, Pa. 


CRA-DEL-LOUNGER 





A Perfect Baby Gift! 


For infants too young to sit 
Allows mother extra freedom. Leaves 
both hands free at feeding time. Easy 
to move around — Safe for traveling. 
Welded wrought iron frame with attrac- 
tive wet proof mattress. $8.95 

Same model with pressboard frame 

and wet proof mattress 


T. D.C. INDUSTRIES, Dept. TS 
60 Overlook Dr. Buffalo 21, N. Y. 
We pay postage. Satisfaction Guaranteed. 


alone. 








A DOLL OF A 
Papa-San. E 


hand painte d and 


Mama-San and 
. deli ately 
contained 


GIFT 
ach wooden figure 
carved, is 
next larger size. 


within the Respective 


sizes: 3s inches. 1% inches, and charm 
sized inch. Authentically costumed 
Set of three is $1.98, ppd. Arkay Prod 
ucts. Dept. T6. Box 2838. Grand Central 
Station. New York 17. N. ¥ 
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- 
tame oon 





| day long. 


OUR FAIR LADY is fragrant al 


with this Pin-On Perfume Bottle from 
West Germany. Bottle is mounted in fili 
gree gold bronze with a central floral 


design in petit point embroidery on white 


background. When pinned on is 24% 
inches in length. Send $2.95. ppd.: to 
Vera Mostyn, Dept. TS, 1228 Allen Ave.. 


Glendale 4 ( alif. 





ATTENTION all Writers! 


AUTHORSHIP MEANS PRESTIGE! Your short 
stories, articles, books, ploys, will receive 
our prompt sales handling! Write immediately 
for free literature! 


LITERARY AGENT MEAD 


915 BROADWAY, DEPT. TS, N.Y.C. 10 
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BE AN 


Romance! Travel! Adventure! Fun! 








Train in just four weeks for exciting 
flight and ground positions. Free piace- 
pee eo with 35 airlines. Airtine- 
ained teachers. WRITE TODAY for 
FREE INFORMATION—FREE CATALOG. 
McCONNELL AIRLINE "SCHOO 
1030 Nicollet Ave. ° a. ~- Minn. 











Name Age 
Address Tel. No 
City State 














GLAMOUR HEELS 


Enhances appearance of your 
feet. Prevents frayed, split 
heels. Ends costly heel re 
pairs Rugged 
slip easily over heel, stay 
tight without adhesive. Priced 

pair $1. Special tintro- 
ductory ower 1 pair each 
of 7 size $1 All same 
color, al ent o 
Heel chart with each order 





— ae 
TREASURECRAFT, Dept. 79, Carmel, Calif. 














1000 Name & 


Address Labels $1 
ANY 3 DIFFERENT 
ORDERS $2 PPD 
Sensational bargain! Your name and 
address printed on 1000 finest qua 
ity gummed labels. Padded! Packed 
with FREE Plastic GIFT BOX, Use 
them on stationery, books, cards, ete 
1000 only $1. pod, SPECLIAL—SAV}I 
MONEY! ANY 3 DIFFERENT 

2. Satisfaction guaran 
teed! Handy Labels, 932 Jasperson 
Bldg., Culver City 1, California 


TODAY'S SECRETAR) 





BASIC 










Available 
COOL, MAN, COOL... that’s the way by mail 
your drinks will be, even in the late sum ly! B I 7% ® kK 
er sun, if you take them to the beach in ee 
Thermo Duffle Cooler. It’s 10 inches by 
18 inches, with a 2'%-gallon capacity. ID R Hy ‘~ ~ 


Leakproof: insulated with Fiberglas 
keeps food hot too! Covered and lined 
with colorful, washable vinyl. Just $4.98, 
ppd. Order from R. H. Fisher & Co.., 
Dept. TS, 112 Atlantic Ave., W.. Virginia 
Beach. Va. 


Imagine! Only $ ‘05 


All-occasion dress in orlon-wool blend 


The most valuable dress in your wardrobe! 
Softly feminine, figure-flattering, basically 
right for dressiest or the most casual occa- 
sion “4 push-up sleeves, open 
V-neck, self belt. Wonderful value! 
In a luxurious blend of orlon and 
wool, an outstanding buy at only 
$5.98 ppd. Black only. 


a 

















1 Misses sizes 12 to 20; Junior 
Sizes 11 to 17; Half Sizes 14% to 
nd 2214. State size when ordering. Avail- 
ely able at this price direct by mail only from 
oa Spencer Gifts. 
Send check or money order 
ive Satisfaction guaranteed or money refunded 
mm 
vd SPENCER GIHS 
od 
ral CX-6 Spencer Building Atlantic City, NLL 
ae rer rer “4 
} ATTENTION ALL SECRETARIES 


? For the first time, quality dictation practice rec- 
IN THE WINK OF AN EYE clothes are 4 ords at a special mail-order price of $1.00 per rec- 


dried in the shower or tub with this easily ) ord. These dictation practice records are available 


- aad 





: : 5 Pe soge in 60, 80, 90, 100, 110, 120, 130 wom: and in these 
: attached Drip Drier. This rack stays on subjects: Business, Legal, General Business, and " 
~~ the shower head permanently and folds \Medical. Letters are different in each speed and Here’s ao new way to ATTRACT ATTENTION at the office! 
tn tee elk we ti . Tele Seach record is 12 minutes of dictation. STENO Just wear the SECRETARY'S CHARM BRACELET with its 
; = ales he <n NOL Mm Use. ICK Y RECORDS are brand new and are an easy way to twelve intriguing business office miniatures (only partly 
scopes out to 34 inches. Cost. $1.98 (3 for ) maintain and increase your shorthand speed. They illustrated above). Among them are: TIME CLOCK, 
65.50). ppd. Goode Products Co.. Dept. } ore 45 rpm and unbreakable STAPLER, TYPEWRITER, PENCIL SHARPENER, SWIVEL 
CZ.TS. 7542 Mai 4 HOW TO ORDER: Select speed wanted. Send CHAIR, TELEPHONE, ETC. Hamilton Gold Electroploted 
oo, id 12 Maie Ave ° Los Ange les i. 4 $1 00 check or money order (in California add 4% —$4.98, STERLING SILVER—$19 95, 14K Gold—$129. 
Calif. {sales tox) for each record. Order five get one free. Prices include postage, tax, gift box. ORDER TODAY! 
( This price is good for a limited time only, so order Money Back Guorantee. EXTRA FREE CHARM: On oll 
orders received by March 3lst, we will include FREE ao 





\ your records today 


} STENO RECORDS styscs'"tatnt 


SS ee eee —— 


steno pad & pencil charm and our 56 PAGE lovishly 
illustrated catalog 
PERSONALIZED GIFTS CO., Dept. 69-TS 
160 Fifth Ave., New York 10, N. Y. 
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Change typing $ 
n 
om 
ili 
ral No need for you to be content with just 
lite another humdrum job. Hundreds of | 
1 portant, exciting careers with pay x ales 
sit to match—are open to ambitious, intelli- 
to gent women Advertising. Commercial 
Art. Retail Merchandising. Secretarial 
Letter Writing. Accounting and Book- 
— — keeping. And these are but a few. 
All it takes is training . . . the kind you 
can get easily, in your spare time, at 
x home. No interference with your present 
job, family or social life. You set your 
— Use this amazing new device to xv own pace, progress as rapidly as you like. 
correct typographical errors 190° You get personalized instruc tion 
quickly, easily, invisibly sx ea Sound interesting? The world’s largest 
: : s ae \ correspondence school will send you three 
SLAMOROUS- wMORE. CHARMING without an eraser. It's magic! f— — valuable booklets to help you plan a re- 
Read “YOU CAN BE GLAMOR ° e isas j j warding, well-paid career. The booklets 
Read ,“YOU CAN BE, GLAMOR:- KO-REC-TYPE is a specially coated strip are FREE! Neo obligation. Just mail the 
Seinen or Genes 's that enables you to remove a single coupon below. You'll receive: (1) 36- 
poe con Oe 6 eee ao character or a whole sentence—so per- page “How to Succeed’ career guide 
self-confident! Learn the way fectly it defies detection. Simply slip te (2) Career Catalog ao _ 3 
glamor and success. For your cops ; , ! wid J oo a sie 
— . — of ee —— GLAMOROUS strip of magic KO-REC-TY PE over esson to demonstrate this lamous metho 
‘518 W. Van B St.. ‘yror. retvpe istak . 4s oe 
: AVALONHOUSE, peqtitct: an.2ursr Hine Q | error, retype mistake, & it vanishes 
Co 


completely. Now make the correction... TRULGAC LLC Lisa a ee 
—_— & behold! a professional, letter-perfect 
job. No ugly smudges, no sloppy strike- Dean of Women Box 15206H, Scranton 15, Pa. 





























707re rac 7 Please send me three books (1) “How to Succeed,” (2) sample |. C. S. 
TYPE no w asteful tag tn = REC- lesson, (3) opportunity-catalog in subject checked below 
. “ects , > > : 

| LIKE TO EARN MORE MONEY? CE corrects while paper StayS t | © wich scHooL © Good English C) Professional Secretary 
1 position in the typewriter. Each package © Accounting Retail Merchandising (© Short Story Writing 
T Then make yourself worth more by preparing for a includes directions & enough 19 C) Advertising Magazine & Book ‘tius. (©) Sketching & Painting 

h-paying career as an executive secretary, CPS, r oe 4 *$ . per ©) Commercial Art Business Management Other 
ne and or PLS. Write today for our new home-study catalog KO-REC-TY PE for thou | package 
peed f more than 300 secretarial, business, and civil sands of errors—132 Square Name . = 
: Us erviee courses. Superior! Economical! Easy Terms! inches of perfection! Same-day shipment 
SAVE Write today to Business Research Associates. Inc.. Satisfaction guaranteed. Home Address —— ———E 
moms PO Box 7093, Long Beach 7, California. Pobi Send check or money order 
person DEPT. TS90, FLUSHING 52, NEW YORK City __lone Oe 
fornia 
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DOOMED BY 
YOUR MEMORY? 


A noted publisher in Chicago reports 
there is a simple technique for acquir- 
ing a powerful memory which can pay 
you real dividends in both business 
and social advancement and works 
like magic to give you added poise, 
necessary self-confidence and greater 
popularity. 

According to this publisher, many 
people do not realize how much they 
could influence others simply by re- 
membering accurately everything they 
see, hear, or read. Whether in business, 
at social functions or even in casual 
conversations with new acquaintances, 
there are ways in which you can domi- 
nate each situation by your ability to 
remember. 

To acquaint the readers of this pa- 
per with the easy-to-follow rules for 
developing skill in remembering names, 
places, figures, dates, business trans- 
actions, or even passages of literary 
content, the publishers have printed 
full details of their interesting self- 
training method in a 24-page booklet, 
“Adventures in Memory,” which will 
be mailed free to anyone who requests 
it. No obligation. Simply send your re- 
quest to: Memory Studies, 835 Diver- 
sey Parkway, Dept. 2826, Chicago 14, 





Ill. A postcard will do. 
HOLDING 


SS ENGLISH YOU BACK? 


have helped thousands of men and women 
who have not had college training in English 
to become effective speakers, writers, and conver- 
Bationalists. With my new C.l. METHOD you can 
stop making mistakes, build up your vocabulary, 
speed up your reading, develop writing skill 
the “‘secrets’’ of conversation. Takes 
@ day at home. Costs little. 32-page booklet mailed FREE. 
Write TODAY! Don Bolander, Career Institute, 
Dept. E-1459, 30 E. Adams St., Chicago 3, Illinois 






learn 
only 15 minutes 





Try this wonderful 
new way to correct 


typing errors! 
> 


JUST PAINT ON...TYPE 
OVER! WON'T CHIP, 
CRACK OR PEEL. 






TRIAL KIT 
ONLY 
$]00 


At your stationery or art supply store... 
or send $1.00 for Introductory Kit 





LITHO-ART PRODUCTS, Inc. 
3401 Janssen Ave Chicago 13 








FRIENDSHIP 


INITIAL and 


You can have 
INITIALS 


STYLE YOUR OWN RING—order this new, swirling 
beauty with your own initials . . . OR with your initials 
on one tier and his on the other . . . OR with your first 
name and his first name. 


it’s the newest thing in the newest jewelry style! 
Either gold or silver plate. They're engraved in beauti- 
ful script . . . designed to make fingers and hands look 
gracefully beautiful. Get them for all your friends with 
their initials. A great gift idea. 

Only $1 per ring (plus 25c handling). Sorry, no C.0.D.’s 


Cpr Dept. TS 96, 140 Marbiedale Rd. 
Cnet 


Tuckahoe, New York 











Engraved Brass Desk-n-Door Markers 


Permanent, distinctive beauty—your name 
(or a friend's) engraved in heavy plate of 
solid brass, 7” x 1”. Engraving is black-filled 
Door style has special stick-on backing; grips 
any clean surface. Desk style has solid wal- 


nut base 842” x 2”. Any wording up to 20 let- 


ters and numbers per line; choice of 1 or 2 
lines. Shipped within 48 hrs. Satisfaction 
guaranteed or money back. Door style $2.95 


postpaid; desk style $3.95 ppd. Spear Engineer- 
ing Co., 550 Spear Bidg., Colorado Springs, Colo 








ERASE WITHOUT A TRACE 


Spinning at 4500 rpm, the 
Eraser’’ eliminates ballpoint, ink, and typing 
mistakes without smudging. One letter at a 
time can be quickly erased with its thin tip, 
without marring adjacent characters. The 
unique principle of the Qwik Electra Eraser 
permits smudge-free corrections to be made on 
multiple carbon copies, without the use of slip- 
sheets. Weighing six ounces, it is finished in 
handsome bronze color, operates on standard 
flashlight batteries, and is supplied with bat- 
teries and 11 replaceable tips. Price $2.98, ppd. 
JET CORP. OF AMERICA, 3939 Germantown 
Ave., Phila. 40, Pa. 


‘“‘Qwik Electra 





CALLING ALL ATHLETES! If you couldn't 
get to the Olympics this year, do the next 
best The 
pageantry of the cap 


tured in these issues featuring hurdlers, 


thing—see them on stamps. 


games has been 


boxers, swimmers, sprinters. Portrayed 
on airmails, diamond-shaped, and giant 
pictorials. Only 10 cents, ppd., from H. E. 
Harris & Co., Dept. R-36, Boston 17, Mass. 





FOR THE HOSTESS with the 


comes this folding nut and fruit tray in 


mostest 


hand-carved Indian walnut, encircled in 
Pe rfec t for 
conversation 


gleaming brass. candy, too. 
Its a piece, an ornament 
when folded. When opened, it stands 10 
inches high and is 15% inches wide. Only 
$9.95, duty 


Dept. 


ppd. Pay small 


postman 
charge. From Giamporearo Co., 


TS, Box 1903, Blasdell 19, N. Y. 





YOU WON’T CRY OVER SPILT MILK any 
more if you lock this sturdy handle on a 


half-gallon milk You'll 
convenient pitcher instead of a hard-to- 
hold carton. Handle is made of steel, is 
easy to remove, yet holds firmly in place. 
Cost, $1.25 (2 for $2), ppd. Send to 
Beemak Handles, Dept. TS, 7424 Santa 
Monica Blvd., Los Angeles 46, Calif. 


carton. have a 















WEDDIN 


Everything for the Wedding & Reception! 
Invitations @ Gifts for the bridal party 
Table decorations @ Trousseau items 

Unusval, exciting personalized items. 

ELAINE CREATIONS 
Box 824 Dept. E-401 

Chicago 42, Ill. 


TODAY’S SECRETARY 


(Continued from page 19) 
in California, 
“What can you do?” the personnel 
director asked her. 
Pauline thought for a moment and 
then realized suddenly that with all 


her education she couldnt 


really 
qualify fora job. 

“Take a tip from me.” the personnel 
director suggested, “learn typing and 
shorthand, If you do, you'll get a job 
anywhere, anytime.” 

Pauline thought about his advice all 
the way home and, on impulse, stepped 
into a bookstore and purchased a text 
on Gregg shorthand, For the next six 
weeks she practiced. taking dictation 
from the radio. When she thought she 
had mastered a good part of the tech- 
nique, she went back to NBC and got 
the job. 

Today Pauline is a secretary-plus. 
“We keep her reaching,” Al 


says. “At first it was strictly a matter 


Dorne 


of typing. shorthand, and the more 
routine jobs. Then she started helping 
us with our publication, Famous 
irtists Magazine, actually going back 


take 


Typically, she moved up quickly from 


to school to “ riting courses, 
associate editor to editor of the maga- 
zine. Today — in addition to her 
duties as editor and as my personal 
assistant — she’s in charge of the 
school’s correspondence, hiring and 
supervising the activities of ten girls.” 

“No two days are the same around 
here.” Pauline reports. “We do what 
has to be done —as it’s ready. For 
example, the first order of business for 
me when I arrived at the office this 
morning was to dictate a story about 
one of our gifted students—a prisoner, 
in fact, who has taken our course in 
the penitentiary and is ready to set up 
his own commercial art studio when 
his term is up next year. We thought 
this would make an interesting article 
for the next issue of the magazine.” 

Pauline feels that for shut-ins and 

Famous 
boon. “It 


serves either as a means for a well- 


handicapped people — the 
\rtists course is a_ real 
respected and well-paid trade or as a 
stimulating hobby to pass the time. If 
you could read some of my mail, you'd 
realize just how important art can be. 
\nd many of our students have sent 
me all kinds of gifts and tokens to 
show their appreciation.” 
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Getting back to her daily schedule, 
Pauline says that after the story was 
dictated she went to work on the mail. 
“Part of my job is handling student 
correspondence. But instead of the old 
fashioned ‘per your letter of the 12th’ 
approach, we ve tried to add a new di- 
mension to business letter writing 
a dimension of warmth.” 

Pauline Engel explains that there 
is a real need for secretaries who are 
good letter writers. “In most offices 
mail takes up a good portion of the 
working day. and many bosses are 
shifting part of the load onto their 
secretaries. But the results haven't 
always been good, Too many girls de- 
pend on clichés and stilted language 
to get across simple ideas.” 

Pauline has transferred some of the 
principles she learned about good 
story writing to good letter writing. 
“We try to make it personal, injecting 
a little warmth wherever possible. As 
a result. the students respond more 
readily and seem to feel a personal 
relationship that might not be possible 
any other way.” 

With the student mail out of the 
way, Pauline next spent her time help- 
ing Mr. Dorne with his correspond- 
ence, “Ll always have my steno pad 
ready to catch his ideas or take notes. 
While we're tackling the correspond- 
ence, for example, he might remind 
me to send flowers to a sick employee 
break off the letter he’s 


dictating to send a note of congratula- 


— Or ¢ven 


tions to a staff member who's won 
some distinction for his art work. He 
never misses a chance to pat someone 
on the back when he deserves it.” 

Pauline might mention, though, that 
one reason her boss never misses a 
chance is that she keeps close track of 
all student and staff activities so he 
can be reminded when something 
good happens. 

“It's a busy day,” Pauline says, 
“but never. never dull. I enjoy the 
people and the work — and take par- 
ticular pride in the growth of the 
school since | came here eight years 
ago. | don't think of Albert Dorne as 
a great American artist or a highly 
successful businessman. To me, he 
and all the faculty at the school are 
just wonderful people who represent 
an important and fascinating part of 
my life.” 





BUSINESS 
SCHOOL 
DIRECTORY 














CALIFORNIA 





LAWTON SCHOOL 


for MEDICAL and DENTAL ASSISTANTS 
Distinguished School for Girls, founded 
A 1938, offers superior professional training. 
Finest equipped Building, Labs, and charm- 
+ ing supervised Residence Hall. All Recrea- 
< tional activities and Social advantages of 
> ideal Southern California tocation 
Request Free Catalog 15. Write 
LAWTON SCHOOL 
145 N. Robertson Boulevard, Beverly Hills, California 








CENTRAL CALIFORNIA 
COMMERCIAL COLLEGE 
Serving the Valley Since 1891 


Chortered by the State to 
Confer Degrees in Commerce 


1921 TUOLUMNE ST., FRESNO, CALIFORNIA 





Cc. S. BOWLBY, PRESIDENT 














MEDICAL-SECRETARIAL 


, -™ 
A challenging opportunity <a = 
Usb (on 


SCHOOL FOR = 
MEDICAL SECRETARIES 


Approved by San Francisco County Medical Society 
e112 MONTH RSE Write: Claude S. Yates 
© ACBS ACCREDITED 1441 Van Ness Avenue 

San Francisco 9, Calif. 














ILLINOIS 








CHICAGO COLLEGE OF COMMERCE 


27 East Monroe CEntral 6-3312 
Secretarial—Court Reporting 
Send for FREE Stenograph notes. 


Approved by National Shorthand Reporters Ass'n 














NEW YORK 





MILDRED ELLEY 
SECRETARIAL SCHOOL FOR GIRLS 


227-229 Quail Street 
Albany 3, New York 








SOUTH CAROLINA 








PALMER COLLEGE 
Accredited by ACBS 


Co-educational with extensive program of 


student aid for worthy students. Operating 
divisions in Augusta, Ga and Columbia and 
Charleston, 8S. C. Dormitories for boys and 


girls. For catalogue write Charles E, Palmer, 








Cc. P. A., President, Chart ston, 8. C. 
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On the Boardwalk ... 
at Atlantic City gathered some two-hun- 
dred members of the National Associa- 
tion of Legal Secretaries. The reason: 
their annual convention. 

Impressions garnered from the opening 
NALS 


just about the liveliest group of 


proceedings: the gaiety of the 
gals 
females we've seen in a long, long time 

. the wealth of Western accents, with 
California and Texas predominating .. . 
the charm of outgoing president, Clara 
Lagow . . . the three pretty delegates 
from the Association’s newest chapter, 
Rico . . . the buffet, 


Kentucky ham and beaten biscuits, ten- 


Puerto featuring 
dered by the Louisville delegation who 
want to hostess the convention in 1961 

1962 in Puerto Rico? . . 
good looks of incoming president, Eileen 
Fisher 


the Hawaiian representative . . . the 


. the great 
the leis sent by the boss of 


dance-ability of a blonde from Beaumont, 


Texas the giddy beach hats pre- 
sented to board members and officers at 
the opening session the hard work 
put in by Chairman Haru Hains and her 
committee the genuine spirit evi- 
denced by all present. 

Lest you think it was all play and no 
work, let us hasten to dissuade you. 
Amidst the festivities, delegates could at- 
tend any number of general meetings, 
board meetings, and workshops. The legal 
secretaries were out to learn as well as 
to party. 

Big event of the convention was the 
Saturday night banquet. Officers were in- 
stalled, the “Legal Secretary of the Year” 
was introduced, and three “legal eagles” 
received their certificates as the very first 
Professional Legal Secretaries. 

All in all, a highly successful—and 


highly entertaining—convention. 
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NSA’ers... 
some 1400 strong flocked to Pitts- 
burgh for their annual get-together. Lots 
of fun—plus a convention based on a 
serious theme. Tolstoi’s “The vocation of 
every man and woman is to serve other 
people.” Commented Mrs. Evelyn Day, 
national president of NSA: “This is an 
especially fitting theme for us, since serv- 
ice is the golden key to secretaryship.” 

On the agenda in Pittsburgh: 

A series of forums on topics ranging 
from Parliamentary Procedures to Opera. 

\ keynote address by Mr. Henry Vis- 
cardi, Jr.. NSA‘’s International Boss of 
the Year. 

Two contests. one to name the “Secre- 
1960.” the other 


Dressed Working 


Year for 


“Best 


tary of the 
to choose the 
Woman.” 

The annual Certified Professional Sec- 
retary Dinner, featuring a panel of mem- 
bers of the Institute for Certifying Secre- 
taries to answer questions on the associa- 
tions major educational prog:am. 

Election of officers, followed by a gala 
banquet in their honor. 

In between, the girls went sight-seeing, 
shopping, and “new” 
Pittsburgh. 


partying in the 


Consensus of those attending the con- 
vention: “It was great!” 


She’s a Lady... 


so treat her that way, advises /ndustrial 
Relations News. This management news- 
letter, in a report titled “Industry s Grow- 
ing Stake in Womanpower.” 


suggests 
that firms might better use female em- 
ployees by recognizing in what respect 
they differ from men and treating them 
accordingly ... advises that knowledge of 


women workers’ motivations can help 


break down barriers against women. 


lower 


their 


For example, owing to 


status in business, women are perhaps 
not considered as much as they should 
be for supervisory positions. Where wom. 
en supervisors have been used, however, 
the experiment has been successful, par- 
ticularly in telephone 
National 


Manpower Council recommends increased 


retailing and 
utilities. On this basis, the 
use of female supervisors. 

The council also believes that mature 
women (those over thirty-five) are better 
suited to supervisory work than younger 
women, since they're less apt to be bur- 
dened with heavy home responsibilities. 

But husband and children still come 
first—thus, women often balk when asked 
to work overtime. 

Solutions: For one, Labor Secretary 
Mitchell recommends that employers use 
more part-time workers. (One firm put in 
a four-hour “working mothers” night shift 
of skilled clerical personnel.) Again, on 
instructing female employees, from a top 
personnel administrator: “Men can_ be 
ordered, women must be persuaded.” 

And—that extra touch: women respond 
to the supervisor's personal attention. A 
New York firm has the idea—places a 
fresh rose on the desk of every female 
employee on her birthday! 

News Notes ... 

Alert observers who watched the Republi- 
can convention on television saw our Jan- 
uary cover girl, Anna Lekanof. Garbed 
in an enormous fur parka—in spite 
of Chicago’s well-known high tempera- 
tures—she smiled happily as the dele- 
gates saluted her native state, Alaska .. . 
Bert Bacharach, columnist for King Fea- 
tures Syndicate, doffs his hat to the 
that she 


dresses extremely well, not because she 


American secretary, reports 
has millions, but because she exercises 
imagination and good taste. His point of 
NSA 
Pittsburgh where he was one of the judges 
for the “Best Dressed Working Woman” 


contest... Never a dull moment. Several 


observation: the convention in 


executive secretaries at TWA were called 


substitute for absent stew- 
After a brief- 


training session, the girls took wing for 


upon to 
ardesses. but thorough 

such glamour spots as Paris, Rome. Mont- 
real. Commented one happy—and tired 
—secretary after a week of flying: “The 
passengers haven't complained yet... .~ 
Appearing in Traffic Court to pay a fine, 
a New York secretary was scolded by the 
slacks. Said 


Magistrate Caiazzo: “You'd look pretty 


judge. She was wearing 
in a dress, yet you come in here looking 


Next 


properly dressed. 


like a man.” week: the secretary 


must return 
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Cer SV0e for type! 


Décor Dispensers... by“SCOTCH” BRAND 


Choose Frosty Yellow, Ice Pink, Surf Green or Coral as a 

gay color accent for your home or office. Handsome dispenser uses 
money-saving 1296" rolls of “Scorcu” Branp Cellophane Tape. 
Non-slip base won't scratch desk or table tops, lets you pull and cut 
tape with one hand. Ask for Décor Dispensers and 


economy-size rolls of “— OTe HH” BRAND lape OSc 


at your ofhice supplier. 
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222TO PERFECT TYPING a. exciting new cimension 


in typing perfection is here—new BEAUTYRITE Ribbon. Offering clean, dark, printwork with exceptionally long 


life, the new BEAUTYRITE Ribbon is truly a typing wonder. Thanks to the exclusive BAN-LON* “crimped weave” 
construction, this amazing ribbon retains its distinctive writing characteristics up to 100% !onger. Discover the 


ease of typing perfection—discover BEAUTYRITE Ribbon. *BAN-LON is the registered trademark of Jos. Bancroft & Sons Co. 


Room 1900, 315 Park Avenue South, New York 10, N. Y. 
Please send additional information on BEAUTYRITE Ribbon to: 


NAME _ 
FIRM 
ADDRESS 


cITY 
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TEACHER’S SECTION 


Contents: 





Introduction: An Open Letter 
Analysis of Articles By Subject 
For Bulletin Board Display 


For Student Discussion 


SEPTEMBER 1960 











An Open Letter To The Teacher— 


You are preparing students who will 

soon become part of the giant sec- 
retarial and clerical force without 
which modern businesses could not 
operate. 

To help you make business educa- 
tion classrooms the most up-to-date 
training centers, current policies and 
practices need to be exposed and dis- 
cussed. ; 

Each issue of Topay’s SECRETARY 
covers the latest information on office 
practices and methods of work. To 
help you plan ways to use the ma- 
terials in Topay’s SECRETARY, we of- 
fer you this special 16-page section 
which will appear in your copy of 
Topay’s SECRETARY each month. 

For maximum use and benefit of 
the magazine, it is suggested that you 
assign one or two articles each week 
to be read in one of the secretarial 
classes and in the general business 
class. 

Two pages of the TEACHER’s GUIDE 
are devoted to suggestions for “Dis- 
cussion” following the reading of each 
of the major articles. In some cases 
you will only have time to use one of 
the ideas; in other cases, you will be 
able to use several of the suggestions. 
As an added convenience, possible 
answers follow the discussion ques- 
tions. 

Two pages are devoted to ideas for 
“Greater Classroom Interest.” There 
is at least one suggestion included for 
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the secretarial class, typing class, 
shorthand class, and business mathe- 
matics class. Try “What's My Name 
Contest” in any or all of your busi- 
ness classes. The students will enjoy 
the added element of mystery when 
reading the magazine articles. 

A crossword puzzle has been pre- 
pared to summarize the new products 
and point out the advantages of these 
products. The puzzle was prepared in 
such a way that it can be duplicated 
in your machines class and dis- 
tributed to the students. 

To provide ideas for the bulletin 
board display for the month of Sep- 
tember, there are two pages of bulle- 
tin board suggestions. These sugges- 
tions provide timely displays for the 
opening of school and for the begin- 
ning of all your business classes. 

“Workers have a way of reading 
what they want to read rather than 
what they should read and what is on 
the paper.” This is what one employer 
said about proofreading. To give 
your students more opportunity to 
improve their skills of reading and re- 
membering what they have read, a 
test is provided at the end of the 
TEACHER’s Guipe. It is prepared in 
such a way that you can duplicate it. 
If the test is used in the typing class, 
it is suggested that the students insert 
the test paper into the typewriter and 
type on the ruled lines to give them 
practice in this kind of typing work. 








The rating scale was devised ac- 
cording to work standards rather 
than according to the A, B, C, D 
grading system. However, it is con- 
veniently divided into four sections 
so that, if you wish, letter grades can 
be assigned. 

The teacher’s key to the “Skill 
Building Section,” which formerly ap- 
peared in Business EpucaTIon 
Wor.p, has been transferred to the 
TEACHER’s Guipe. In this way, you 
will have all the teaching suggestions 
and helps under one cover. 

One of the frequent requests of 


Analysis of 
Today's Secretary Articles 
By Subject 


teachers is that dictation material be 
provided, using the special vocabu- 
lary published in Topay’s SECRETARY. 
This section contains the first such 
material—special medical dictation. 
No time limit should be set for use 

of Topay’s SECRETARY in the business 
classes. Incorporate this timely ma- 
terial within your lesson plans wher- 
ever it is most convenient. Remem- 
ber, to prepare people for modern 
industry, modern teaching materials 
must be used. 

Joan Sivinski 

Editor, TeacHer’s GuIDE 


Ctic, 


Sh 
thang Trang 


Offic, 
e Practice 





A Direct Line to the Bank 





Ask the Experts 





$80 a Week Minus 


e| |e Retailing 





Here Come the British 





Mrs. Secretary 





Not Everyone's a Secretary 





Notes and Quotes 





One Giant Step Forward 





Product Points 





Secretarial Bookshelf 





Skill Building 





The Competition’s Coming 





The Human Side 





Word Teasers 





Worth Noting for Fall 


* 
eleleleleleleleieieleleieiele| s..- 
"rial p 
va 
e 











Your Future. . . And You . 
































32C 














FOR BULLETIN BOARD DISPLAY 





Opportunities 
Tree 


sone NO 


1. Bookkeeper 

2. Account clerk 

3. Junior accountant 

4. Senior accountant 

5. Cashier 

6. Auditor 

7. Underwriting 
clerk 

8. Statistical clerk 
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MACHINE OPERATORS 


1. Tabulating 

2. Key punch 

3. Computer 

4. Programming 
5. Adding machine 
6. Billing machine 
7. Calculator 

8. Duplicating 

9. Mailing 

10. Transcribing 











| 
an Ss, 7 er 


CLERICAL WORKERS 


1. Typist 

2. Stenographer 
3. Court reporter 
4. File clerk 

5. Billing clerk 
6. Shipping clerk 
7. Receiving clerk 


SALES PEOPLE 


1. Retail 

2. Wholesale 

3. Manufacturing 

4. Dept. manager 

5. Store manager 

6. District manager 
7. Insurance agent 
8. Automobile agent 
9. Buyer 














Directions for Constructing 
A Job Opportunities Tree 


First Week 


1. Make a tree with four long, main 
branches from black construction pa- 
per half the height of the bulletin 
board. 

2. Cut green leaves (see below) 
about 4-8 inches long (varies with the 
size of the board.) 

3. Use a black marking pencil or a 
black ink drawing pen to write or 
print the individual job titles on the 
leaves. Fall colors of reds, oranges, 
and yellows can be used when print- 
ing or writing the titles. To make the 
colored printing _ readable, outline 
each letter with a fine, black line. 


Second Week 


Have each student select one job 
and prepare a short description of it. 
The description should include the in- 
formation given in the article, “Not 
Everyone’s A Secretary.” Display a 


different group of job descriptions 
each day, so the students will have 
something new to read each day as 
they come to ‘class. 


Third Week 


The students will know graduates 
who are now working in several of the 
positions listed on the bulletin board. 
Have the students write the workers 
names below the appropriate job title. 


Fourth Week 


1. Change the title of the bulletin 
board display from JOB OPPORTU- 
NITIES TREE to EMPLOYMENT 
OUTLOOK IN (NAME OF YOUR 
COMMUNITY). 

2. In red ink, rate the employment 
possibilities for each job in your com- 
munity as good, fair, or poor and in- 
dicate starting salaries, which can be 
secured from either Chamber of Com- 
merce or local industries. 





ILLUSTRATION OF SAMPLE LEAF 
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’ this summer. 





FOR STUDENT DISCUSSION 








After reading ‘‘One Giant Step For- 
ward”’ on page 20 

Many of your students have worked 
If they worked in a 
large company, many of them had a 
regular supervisor; if they worked in 
a small company, some worker wis 
appointed to check the student - 
work. 

1. Have the students describe the 
type of work they did. 

2. Have the students tell why they 
felt the person in charge acted as a 
good supervisor. 

3. Have the students tell the dif- 
ferent ways the company had in 
checking the work for different types 
of jobs. (Example: one person proof- 
read all the typing and rechecked the 
amounts of money by using a Comp- 
tometer.) 

4. On the blackboard, list some of 
the ways a worker can make sure the 
supervisor will approve of his work. 
Some possible answers: Be at your 
work station a few minutes before the 
actual time to begin work; never re- 
turn late from lunch; accept any job 
willingly. 

5. Have the students tell about the 
worker they admired the most and 
why. 

6. Suppose a_ forty-nine-year-old 
man is supervisor of all sales clerks. 
How should the student address him? 
How should the student give his name 
when talking to a customer or to an- 
other supervisor ? 

‘7. Suppose a_twenty-one-year-old 
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girl is made supervisor of the typing 
pool. How should she be addressed? 
How should her name be given when 
talking to a customer or to another 
supervisor ? 

8. List jobs a supervisor in charge 
of an office should do and those that 
should be delegated to her workers. 


After reading a ‘‘A Direct Line to 
the Bank” on page 35 

1. Have the students tell why Terry 
advanced from switchboard operator 
to assistant secretary in the County 
Trust Company. Some possible an- 
swers: 

She learned all about the company’s 
operations and policies. 

She tried to improve herself by go- 
ing to night school. 

She worked hard 
tiously. 

She worked in many different po- 
sitions. 

She was promoted to secretary to 
one of the vice-presidents. 

2. Have the students list the bank- 
ing jobs that were given in the article: 
bookkeeper, transit operator, Christ- 
mas Club and savings teller, paying 
and receiving teller, safe deposit teller. 

3. Have the students list other jobs 
in a bank; as, credit and collections 
teller, traveler’s checks teller, cashier 
check and bank draft teller, etc. 

4. Have the students describe the 
type of work each job requires. To 
have these questions answered, the 
teacher may wish to have the students 


and 


conscien- 























FOR STUDENT DISCUSSION 





visit a bank or ask a bank representa- 
tive to visit the class. 

5. Discuss why banking is as much 
of a community service as the schools, 
post office, supermarket, or gas station. 
Some possible answers: /t provides 
services for making financial trans- 
actions, a necessary item in today’s 
living; it provides a safe place to put 
your earnings and valuables; it pays 
the customer interest for keeping his 
money, etc. 

6. Have the students read and re- 
port about the American Institute of 
Banking and the American Banking 
Association. 


After reading ‘‘$80 A Week Minus”’ 
on page 22 

1. Draw a voucher payroll check 
on the blackboard. Make it out for 
the preceding week to John Miller for 
$33.75. Show that his gross earnings 
were $40 with $5.00 withheld for 
Federal tax and $.05 withheld for 
state tax (based on N. Y. State Tax) 
and $1.20 withheld for Social Se- 
curity. 

2. Begin the class discussion by 
saying: “Suppose that you were John 
Miller and had just opened your pay 
check envelope. Inside it, you found 
a pay check like the one that is shown 
on the blackboard. 

3. The top part is called the check 
and the bottom part is called the 
voucher. 

4. Now, the voucher tells the story 
about the check. Who will ‘read and 


tell the story of what has happened to 
John Miller’s salary of $40 per week ?” 

5. Continue the discussion by talk- 
ing about Social Security. A sug- 
gested outline is: 

a. The amount $1.20 taken out for 
Social Security represents what per- 
centage of John Miller’s salary? 3% 

b. This means that the employer 
has set aside 3% of John Miller's 
salary to be paid to Social Security at 
the end of the next fiscal quarter. 

c. Fiscal quarters for the govern- 
ment begin on the Jst of January, 
April, July, and October. 

d. When payment is due, how much 
will the employer pay to Social Se- 
curity for this week? $2.40; $1.20 
for John’s part and $1.20 for the em- 
ployer’s portion (the employer match- 
es the amount paid by the employee ). 

e. If a person is self-employed, the 
Social Security tax rate is 444%. 

f. Benefits will be paid monthly to: 
e A worker of retirement age who is 
not earning more than $1,200 in a 
taxable year. 

e Certain dependents of a retired 
worker (a wife of sixty-two and a hus- 
band of sixty-five if he has been re- 
ceiving at least one-half his support 
from his wife when she became en- 
titled to benefits). 

e Unmarried children under eighteen 
or any child who was severely dis- 
abled before he was eighteen. 

© A wife of any age if she has in her 
care a child of the worker who is en- 
titled to benefits. 
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FOR ADDED CLASSROOM INTEREST 








In Business Mathematics class— 
Sharpen the student’s computing 
skills by having them figure the Social 
Security deductions for these five em- 
ployees. 
WEEKLY SALARY $55 $60 $75 $85 
BASE DEDUCTION x3% 03 03 03 
TOTAL DEDUCTION $1.65 $1.80 $2.25 $2.55 


In Typing ll class— 


Have the students correct the two 
letters in the Transcription Corner on 
page 44 and then prepare a mailable 
copy of both. (Be sure letters are 
vertically and horizontally centered 
on the paper.) 


in Shorthand Il class— 


Dictate in office style dictation, the 
medical letters on page 32J of the 
TEACHER'S GUIDE. 


In Secretarial classes— 


Discuss proper business clothing by 
presenting this case study. 

Suppose you were told today by 
your employer that your services 
were no longer needed and you should 
not report to work tomorrow. What 
preparation would you make before 
looking for another job? 

Possible answers will include: im- 
proving my personal appearance by 
washing and setting my hair, wearing 
my best business-like dress and polish- 
ing up my typing and shorthand skills 
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so that I can get another job. 

After several answers like these 
have been given, the teacher will 
probably say, “By your answers, it 
seems you are saying you owe more 
to a new employer or a prospective 
employer than to your present one. 
This, of course, is not true. So, let’s 
discuss proper business dress.” 

Using the Fashion Section of To- 
DAY’S SECRETARY, have the students 
decide why each outfit was selected 
for office and business wear. 


in all classes— 


Coaduct a “What’s My Name” con- 
test. If the students have read the 
magazine carefully, they will be able 
to find the key word for the month. 

Write on the blackboard or give 
orally one of the following clues every 
Monday: 

1. I consist of two words, one short 
and one very long word. I am so im- 
portant to you a whole article has 
been written about me. 

2. I can help every one of you, 
whether you are a freshman in high 
school or a senior in college. 

3. I do not cost anything; all you 
need to do is give me two words of 
your time; three letters are in the 
first word and thirteen letters are in 
the second word. 

4. You see me all over; not just in 
Topay’s SecRETARY, but in work and 
even in your very own classroom. 
MY NAME: JOB OPPORTUNITIES. 
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ACROSS 
1. For binding, it's 
4. Eagle-A is this. 
6. Flick-A-Line is made by 
this company. 
8. -Wernicke 
9. EraserStik is a product of 
AE nite tei 
10. The ploce where carbon 
copies usually end up. 








12. M-50 carbon ribbons by 


14. This is a product of 3M. 
15. Abbreviation of “Cash on 
Delivery” plus ‘‘o” is also the 
name of a carbon paper 
manufacturer. 

16. You'll find this company’s 
product used in 10 across. 


DOWN 


2. Multiple typed copies are 
made by using 
paper. 








“ 
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3. A Dictaphone message is 
recorded on a plastic 
4. -Beaver 
5. Calendars by Ever. 
7. Replaceable points are this 
company’s selling point. 

8. Signals for 10 across are 
made by this company. 

11. This is what the product 
mentioned in 9 across does. 
13. Without this in a pencil 
you couldn't write. 











NOTE TO TEACHER: Duplicate above puzzle omitting letters in squares. Make % inch squares. Type 
balance of copy im two columns of 35 characters each. 


32! 








SPECIAL INDUSTRY DICTATION 








Based on Medical Shorthand Terms appearing on page 45 


Before dictating the following specially-prepared med- 


ical letters, you will 


need to preview all 


italicized 


terms appearing in the letters. Have the students write 
each word two times, spelling and pronouncing it as 
they write, or preview the words by writing them on 


the blackboard. 


Dear Doctor JOHNSON: 

Miss Long has been referred to us 
for treatment of acute alcoholism and 
cirrhosis of' the liver. We would like 
to supplement the somewhat sketchy 
history she was able to give us when 
she arrived? at this institution. 

We understand that Miss Long suf- 
fered a mild case of poliomyelitis at* 
the age of eighteen after which she 
became a progressively heavier 
drinker. In the past five years, her* 
alcoholic addiction has been compli- 
cated by excessive dosages of barbi- 
turates that were given’ to her when 
she complained of suboccipital head- 
aches. 

So far, we have been unsuccessful 
in the treatment of* Miss Long’s alco- 
holism, and she has refused all psychi- 
atric help. Would it be possible for 
you to give us’ the dates and leneth 
of her stay at your sanatorium and 
some details about her withdrawal 
from barbiturates,” as well as any 
other pertinent factors. 

Thank you for your help. We will 
keep you informed of our results.° 

CorDIALLY yours, (184) 
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Dear Sir: 

Mr. Henry Foster has informed me 
that he is being considered for a po- 
sition with your’ company and re- 
quires a brief medical report and 
recommendation, which I am happy 
to furnish. 

I have* examined Mr. Foster peri- 
odically since 1940 for minor child- 
hood ailments. After® a visit in 1955, 
my records show that I found him to 
be a “normal, healthy boy.””* 

When Mr. Foster came to me in 
March, 1958, a congenital tumor was 
found on his® chest. He was operated 
on in June, 1958, at which time the 
tumor was removed. It sub- 
mitted to our pathology department 
and pronounced nonmalignant. Chest 
fluoroscopies were performed from’ 
time to time as a postoperative meas- 
ure, but no recurrence of the disease 
was demonstrated. 

I will* send you more complete in- 
formation, if you desire, but there is 
no reason to feel that Mr. 
former” ailments will 
any type of occupation. 

Yours TRULY, (193) 
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WHAT'S NEXT? 


By Velma A. Adams 


WHAT CAN an ambitious secre- 
tary—one with good skills and several 
years of experience—do when she 
feels’ she has hit a plateau in her 
job, with no promotion in sight? If 
there’s no charming male begging to 
pay her bills* (married women work, 
too, you know), where does she go 
from here? 

To get into a new job classification 
is “a® case of being in the right place 
at the right time,” says Carol Gregory, 
who had several secretarial* jobs in 
the United States before going to 
Kabul, Afghanistan, with a govern- 
ment agency. “In any”® organization,” 
she explains, “you can look over the 
field for jobs that you can do and 
then make it a point® to learn that 
particular work. When an openin 
does occur, you will be the logical 
person to step’ into the job.” 


Like Carol, Norma Mokma, now 
a law student at California Western 
University® in San Diego, thinks 
chance and good fortune help. “Luck 
may very well determine when the 
opportunity® will come along for you 
to move up or move out,” she says. 
“Sometimes you can make your own 
opportunity for’® promotion, but more 
often it takes patience to wait until 
the opportunity comes along.” 


A growth organization,’’ Carol 
feels, is most likely to offer such op- 
portunities. “If you want more re- 
sponsibility,** join a small, new com- 
pany with a good future,” she advises. 
“There will be so many jobs created 
by the’® growing organization that 
you can } ete take your pick, de- 
pending on your own interests.” 


Nancy Bolton,’* vice-president 
and circulation manager of Sky and 
Telescope, an astronomy magazine, 
did just’® that. She once thought of 
trading jobs to get more varied ex- 
perience, but a job counselor persuad- 
ed her to’® stick with the fast-growing 
business she already knew quite thor- 
oughly. Nancy feels this was good 
advice. “I didn’t’’ have any special 
training, except in publishing. If I'd 
shifted around several times, | might 
still be learning’* some other business 
instead of helping to manage this one.” 

“Unless you are very sure you 
want to be something’® besides a sec- 
retary,” advises Norma Mokma, “bet- 
ter stay with it. Some of the most 
influential*® and responsible positions 
held by women in this country are 
those of private secretaries to top”’ 
executives in large organizations.” 


Experience in one business can 
usually be translated to” another, 
however, so that advancement will be 
much faster than for an actual begin- 
ner. Carol** Gregory, whose current 
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duties include helping to prepare con- 
tracts for the construction of Kabul 
University,”* has this to say: “Four or 
five jobs are not too many. Try a lot 


of companies before you go after the*® 


big one, the permanent spot.” 
“Common sense and judgment must 
accompany experience to produce re- 
sults,” says’® Betty Richardson of New 
Haven. “I feel that enthusiasm for 
the job, a desire to increase your 
value*” to your boss, and loyalty to 
him as well as to the company—all 
lumped into one—are necessary” in- 
gredients for secretarial success.” 
Carol Gregory. feels that “the girl 
who has volunteered to help out”® with 
extra work during a shortage, the one 
who is ambitious to learn more than 
she needs to know and makes others” 
aware of it will get the promotion.” 





All the girls interviewed are now 
studying or have studied subjects 
not” immediately or directly related 
to their jobs. They have taken uni- 
versity extension courses” and adult 
education classes in languages, eco- 
nomics or finance, writing, marketing, 
public®’ speaking, psychology, and a 
variety of other subjects. 

“I’m studying Russian right now,” 
says. Berta** Haynes, who already 
takes dictation in several languages 
and was just appointed treasurer of 
a*> company representing overseas 
radio stations. “I don’t know when or 
how I'll ever use Russian, but I** don’t 
think it will be wasted.” 


“You may be able to learn right 
on the job by doing two things,” says 
Norma Mokma.*’ “Find out what is 
going on in the world around you and 
what is going on in the office in front 
of you.” For** example, an alert sec- 


retary in an investment broker’s office 
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can pick up considerable knowledge*® 
of the details of stock issuance and 
sale. Then, through reading or an 
evening course in financing and eco- 
nomics,*° she can get background 
knowledge of the over-all investment 
field. “She won’t stay in the secre- 
tarial*’ pool for long,” predicts 
Norma. 

Both Business Week and Changing 
Times recently offered encouragement 
to secretaries*’ who have the urge to 
move up. In its survey, BW found 
that there just aren’t enough top- 
notch secretaries** to go around. 
Salaries are climbing and want ads 
for executive assistants are numerous. 


“It is** common for a secretary to 
move along with her boss as he climbs 
the executive ladder. . . .” Changing 
Times** reports. “She may . . . even- 
tually find herself secretary to the 
company president.” 

The trick here, points** out Norma 
Mokma, is to be able to pick your 
man before he becomes a top execu- 
tive. “The top*’ positions are usually 
filled by women who have worked for 
an executive for a number of years. 
The** qualifications are quite similar 
to those needed to move from a secre- 
tarial position to a** professional one.” 

The qualifications: To pass the two- 
day exams given by the National Sec- 
retaries”’ Association would seem to 
be one guarantee of higher status. 
Surely it would be difficult for any*’ 
boss to withhold recognition of the 
abilities represented by a C. P. S. 
(Certified™ Professional Secretary ) 
rating. Only about a thousand secre- 
taries in the United States have 
earned’® this designation. 


Hedwig Albert of Berkeley, Cali- 


fornia, and former librarian for Adam 




















Young,** Inc., radio representatives 
in New York, believes that all jobs 
now require good public” relations as 
well. “Personality is the most impor- 
tant thing,” says Heddi. “Advance- 
ment depends more upon” ability to 
get along with people than upon other 
abilities.” Both executives and secre- 
taries”’ agree that this includes antici- 
pating the boss’s needs and wishes. 
“She’s her boss’s aide-de-camp,” says 
one™ executive. “The man whose 
secretary is a polished administrative 
assistant is lucky,” says J.°° S. Bush, 
vice-president and director of General 
Contract Corporation, a St. Louis 
banking and finance*’ company. 

“It may seem like apple-polishing 
to do your chief's errands or make 
his coffee, but it pays off,”* says a 
secretary to a group of engineers. “If 
the man who hired you, and can fire 
you, doesn’t think you’re tops,’ you 
never will be.” 


Promotions do not always de- 
pend on tenure, even in civil service 
jobs. According®*® to Berta Haynes, 
who has served in Spain and South 
America with the Foreign Service, 
you must have a sponsor, a™ boss 
who believes in you and will go to bat 
for you. “He has to think enough of 
you,” she feels, “to recommend you** 
to his superiors and eventually to 
Washington. If this happens, it is 
possible for a®° capable girl to get 
promoted without having to wait for 
the classification schedule to catch up 
with her.” 

“Learn the boss’s job so well that 
you are invaluable to him, if you 
want to be his assistant,” advises™ 
Carol Gregory, who thinks that work- 
ing for the government in an under- 
developed country is the most® excit- 








ing job she could possibly have. 

“I'd even go so far,” admits a sec- 
retary in Connecticut,”° “as to pre- 
pare a job description for my boss to 
submit to the personnel department. 
I'd underline those”’ duties which I 
feel justify the change in classifica- 
tion and which differentiate my work 
from that of’* a run-of-the-mill secre- 
tary.” Such a description could be 
based on a similar job classification”® 
from another organization which al- 
ready has the rating. In industry, for 
example, one might use™* the specifi- 
cations already formulated by the 
National Metal Trades Association. 


Two trends—"* to specialization 
and to automation—will undoubtedly 
help to thrust many secretaries into”® 
the executive orbit during the next 
decade. Typists will type. Dictaphone 
operators will transcribe”’ dictation, 
and many managements will hire of- 
fice clerks to relieve a capable secre- 
tary of routine chores,” so that she 
can handle bigger things and save her 
boss time. 


One additional note of hope for 
the ambitious, gleaned’® from our 
interviews: relatively few of your co- 
secretaries have the same fever as you 
to advance, so*° the competition will 
probably not be overwhelming. But 
don’t ever imply that your co-workers 
who don’t®’ have the same goals are 
sluggards or not very bright. They 
may be working for you someday! 
(1635) 


FOLLOWING THE LEADER 
by Roberta G. Paviu 


Even in a small boy, it is fairly 
easy to tell if he will lead or simply 
follow. You can tell by his’ action in, 
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say, a baseball game. Is he taking the 
lead, or is he following the team’s de- 
cisions? When he is’ playing with 
his friends, is he making the choice 
of the game, or is he playing the 
game the boys prefer? 


There are choices’ that will not 
be left to a boy, as, for example, the 
selection of his clothes or his vacation 
place. But it is still pretty easy to tell 
early in life if a boy will have more 
“drive” and not tolerate having his* 
later choices made for him. Actually, 
it cannot be said that he will be a 
leader or a follower® because he will 
be both. It is better to say that he 
will more often take the lead or he 
will more often follow.’ 

When a vital decision must be 
made, get and take advice when it is 
good—but know that each man must 
make his” own decisions. He must 
decide if the course he may take will 
lead him to the place it should or if 
there is a course® that is better for 
him. 

If a man will rely on the advice 
of people and not make his own de- 
cisions, life’® can be easy. People will 
solve his problems for him. He only 
has to follow their advice. But if 
there is a‘* day when he is alone and 
must make a decision, then what will 
happen? What if there are no friends 
nearby that he** can rely on? Chances 
are that the man will be lost. 

When a man can lead, people will 
follow and co-operate’* with him, but 
each follower must learn to take his 
place when the leader appears not to 
be right. It is then that he’* must 
follow what he knows is right. 


This does not mean that people 
can live as they please because they 
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feel their actions are’® right. They 
must live in relation to the good of all. 
If a man’s actions will rob a neigh- 
bor, then he may have to’® go back 
and see if his decision was right or if 
he has made a mistake. He must lead 
or follow, but he must*” know which 


is right and when. (344) 
Junior OGA 


Printing has been, is, and will be 
the greatest single factor in promot- 
ing mankind’s steady advance. Let 
others’ build the ingenious conven- 
iences and appliances which are the 
physical expression of man’s improv- 
ing’ lot. Ours is the high calling of 
building human knowledge and under- 
standing, which makes all this possi- 
ble. Only*® this country’s wise heri- 
tage of a press that is free to print 
truth and honest expressions of 
opinion—-whether* some like them or 
not—insures an understanding which 
can guide knowledge to victory in all 
human endeavor. (100) 


Senior OGA 


Enthusiasm is the greatest asset in 
the world. It beats money and power 
and influence. Singlehandedly’ an en- 
thusiast can convince and dominate 
where the wealth accumulated by a 
small army of workers* would scarcely 
raise a tremor of interest. Enthusiasm 
tramples over prejudice and opposi- 
tion,” storms the citadel of its object, 
and like an avalanche overwhelms 
and engulfs all obstacles. It is noth- 
ing* more than faith in action. 

Spread the germ of enthusiasm by 
attitude and manner; it 4s _ conta- 
gious and° influences more people 
than you realize. It also brings 
results. (113) 














WHAT’S YOUR SCORE 


Often employers ask their secretaries to read the 
business magazines and pamphlets that come into the 
office and to prepare a quick summary of the important 
facts contained in them. 





You have just completed reading this month’s issue 
of TODAY'S SECRETARY. Let's see how well you remem- 
ber the important facts by completing the following 
summary outline for your supervisor. 


Page 58 

The p------ duty of a secretary is to make sure that 
the employer's work goes s------- . This means doing 
whatever task comes along, no matter how d-------- x 
Page 20 

A promotion in the secretarial field can be s-------- 
to S--------- - This happens when the worker proves that he 
can do a good job and is not afraid to take r------------- ‘ 
It also shows that he has proven that he is o------- i----- 
and is completely 1---- to the firm. 

Supervision involves 0--------- those of your charge and 
E------ them to work as a team. The four main functions of a 
supervisor are: d-------- what each worker is to do in his 
job; s----- the most qualified people to do each type of work; 
a------- carefully and objectively the results of this work; 
f--- the best methods by which the team can work. 


Page 56 
Once a person leaves school and begins to w---, he owes 


it to himself to continue e-------- himself. He can take 
part in formalized education in e------ C------ » in adult 
education centers, b------- Co------ » and colleges and 
universities. Many companies pay part of the t------ . The 
worker can also grow professionally by joining in n---~---- 
organizations, such as N------- S-<-------- A---------- d 





Page 22 
Wage allowance means the a taken out of a pay 


check to pay any accrued debts. F----- wage contributions 
and state income tax. These taxes cover money 
necessary for defense maintenance, domestic 
improvements, and government a 
A sum of $--- may be deducted for each dependent. 
You may count y as one dependent. 

The Social Security Act is -- years old. It covers 
three types of programs: i public assis- 
tance to the needy, and c services. The Federal 
government handles the old-age, survivors, and d 
insurance. The retirement age for men is --; for women it 
is --. Cabinet members who are involved in this work are 


the secretaries of the t ; labor; health, education, 


To be qualified for u compensation, you 


must have worked in a job covered by s---- law; you must have 
a prescribed amount of e ; or earnings in covered 


employment; and you must be able and w 


SCORE BOX 





Satisfactory for Satisfactory for Satisfactory for Satisfactory for 
all employees most employees half the employees only a few employees 


40-35 correct 34-30 correct 29-20 correct 19-10 correct 
answers answers answers answers 








NOTE TO THE TEACHER: When you duplicate this test, type instructions in two, four-line col- 
umns using 85-space line. Use an elite typewriter, double spacing, and set margins at 10 and 95 
with a tab stop at 75. Typing line for line, the test will take 60-63 horizontal spaces. The tab stop 
at 75 is for the answer column, Type 16 underscores for each answer line plus the numbers 1-40 
beside the answer lines. Leave a 2-inch top margin for the first page and a 1-inch top margin on 
the second page. Type as many hyphens as are necessary to correctly spell each missing word. 


ANSWERS: 1. primary; 2. smoothly; 8. difficult; 4. secretary; 5. supervisor; 6. responsibility ; 
7. company-minded; 8, loyal; 9. overseeing; 10. guiding; 11. determine: 12. select; 13. appraise: 
14, find; 15. work; 16. educating; 17. evening classes; 18. business colleges; 19. tuition; 20. nation- 
al; 21. National Secretaries Association; 22. amount; 238. forced; 24. Federal; 25. foreign aid; 
26. administration; 27. 600; 28. yourself; 29. 25’; 30. social insurance; 81. children's; $2. disability ; 


83. 65; 84. 62; 35. treasury; 36. welfare; 37. unemployment; 38. state; 39. employment; 40. willing. 
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222L}O PERFECT TYPING a exciting new dimension 


in typing perfection is here—new BEAUTYRITE Ribbon. Offering clean, dark, printwork with exceptionally long 
life, the new BEAUTYRITE Ribbon is truly a typing wonder. Thanks to the exclusive BAN-LON* “crimped weave” 
construction, this amazing ribbon retains its distinctive writing characteristics up to 100% longer. Discover the 


ease of typing perfection—discover BEAUTYRITE Ribbon. *BAn-Lon is the registered trademark of Jos. Bancroft & Sons Co. 
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| 

; Room 1900, 315 Park Avenue South, New York 10, N. Y. 

| Please send additional information on BEAUTYRITE Ribbon to: 
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